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Bitney Internship Program – Student Packet  
 

Dear Prospective Intern: 
Thank you for your interest in the Bitney Internship Program (BIP).  The 
Bitney Internship is a program for high-school students requiring a semester 
or full year-long commitment.  Internships allow students to explore their 
career interests, gain valuable work experience, develop and enhance 
professional skills required for success in the work and careers they pursue 
after high school, and earn credit toward their high school diploma, or 
community service hours.  

In addition to enhancing students’ general educational skills, the Internship 
Program exposes students to the role of worker, citizen and successful 
individual, providing knowledge helpful for making choices about personal 
employment, careers and directions for further education.  Rather than taking academic classes during 
elective period(s), Internship Program students participate in an unpaid internship where they become actively 
involved in business, government, industry, research, or social services.  Although it is treated like “real” 
employment, it differs from a “job” in that the student is volunteering their time in exchange for on-the-job 
training and experience.  The BIP Coordinator acts as the class instructor, working with students, as well as 
with site supervisors, to coach, mentor and assist should problems arise 

Students also are required to meet regularly with the Internship Coordinator where they explore career and 
workplace issues, and get prepared for the placement with a particular internship employer.  The student will 
be expected to produce a resume, and cover letter prior to placement. 

 
In order to participate in the Internship Program, students must meet the following requirements: 

 
§ Complete the preliminary application process including: counselor and teacher recommendations, 

parental permission, and Memorandum of Understanding 
§ Have a 2.0 grade point average 
§ Arrange their own transportation both to and from their internship site. 
§ Willingness to submit to a drug screen, if required by employer 

 

Required Forms during Internship: 

1. Time Sheet (Submit one time sheet each week showing hours worked during the previous week 
at Internship, signed by supervisor and student).  Required for credit.  Turn in to Supervisor. 

2.  Supervisor Evaluation Form 
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Credit:   
Credit for the Internship Program is granted for both participating in the seminar and working at the Internship 
site.  Students may choose to receive credits (up to 10 credits, equivalent to one credit for every 15 hours 
worked) or community service hours.  The internship portion is graded on a Pass/Fail basis, based on 
Internship coordinator and supervisor evaluations. A maximum of 40 credits can be earned toward graduation, 
and credits will be earned in the Electives category. The internship can be repeated.. 

Meeting with Internship Coordinator: 
Students are expected to meet regularly with the Internship Coordinator.  Depending on student’s schedule, 
they may meet during their study period, lunch, or after school.  Before being place, the student will work with 
the coordinator to make sure they are prepared for the workplace, and will be expected to produce a resume 
and cover letter.  Career counseling and other services are available for students who are not sure about their 
future plans. 

 
Application: 
To begin the application process, students need to complete the attached Internship Application Packet, either 
on-line on the website, or with pen and paper, and return them to the Internship Coordinator (The Internship 
Coordinator’s email address is internshipcoordinator@bitneyprep.net).  

 
Requirements for Internship Employers/Businesses: 

• Approved by the Internship Coordinator 
• Job site supervisors willing to provide monthly student evaluations. 
• The business is not located on or within private residential property (home-based business). 
• The business is open to the public, allowing unrestricted access to the BIP Coordinator during school 

hours 
• Working conditions are safe, moral, and legal.  
• Student has direct adult supervision. 
• A supervisor is present at the business during school hours (Monday – Friday, 8am-5pm). 
• Students work meets the requirements of labor laws and regulations set forth by the government 
• A minimum of 4 hours a week of work is available to the intern. 
• The internship will last the entire semester. 
• Business is NOT a temporary employment agency. 
• Internship site supervisor provides a valuable learning situation, keeps records of student attendance, 

provides a performance evaluation and letter of recommendation, and agrees to all of the above 
conditions. 

• Permission To Work After 10 P.M. (Optional Form) Required if under age 18 to work after 10 p.m. 
evenings before a school day. 

• Parent/Guardian, internship site supervisor, and Work Experience Education teacher coordinator must 
sign application. 

• See attached document regarding labor laws, etc.*  
 

Examples of Common Unacceptable Internships  

• Babysitting/child care, housekeeping (no paycheck stub & home-based business), street sign 
holding, or door-to-door sales (unsafe, no supervision). 
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BITNEY INTERNSHIP STUDENT FAQS 
1. What do I have to do to qualify for an internship? 
You have to have a 2.0 or better GPA, fill out the paperwork, get a parental signature, take the Internship 
elective, complete a resume, gather at least one letter of recommendation and pass an interview. 

2. How long does the internship last? 
School semesters are about 18 weeks.  Considering a little time to get things set up, first internships may last 
about 15 weeks.  If the internship works well and both parties choose to repeat the internship, it may last for 9 
months to a year. 

3. How many hours should I plan for? 
Most students will intern from 4-12 hours a week, but all sorts of options are available.  It depends on the 
placement, and on your availability. 

4. When will I do an internship? 
Usually after school (either around 2:30 or around 3:30), but some of you may have early dismissal and could 
begin internships around noon.  In some cases, students may do work on the weekend, or during the summer. 

5. What happens if the internship doesn’t work out? 
A certificated teacher and our career coach will supervise all of the internship placements.  If for any reason 
you are dissatisfied with the internship (personality issues, lack of meaningful work), you will be able to bring 
these issues up in your Internship elective, and we will work to resolve the situation.  

6. Do I get academic credit or community service hours for the internship? 
Yes, either academic credit (for electives) or community service hours.  You also receive a grade in the 
internship elective, and a pass or fail for the internship itself.  Assuming you do well, you will also get a letter of 
recommendation from the employer, and the internship will show up on your school transcript. 

7. What if I don’t like my internship – do I have to stay with it for the semester? 
Yes.  Unless there are serious issues between you and your employer, we expect you to finish your internship.  
You can learn a lot from an unsatisfactory placement, including which jobs you don’t want! If you abandon an 
internship, you will not qualify for the internship program any longer. 

8. Will I be drug tested before my internship? 
Depends.  You should be ready to be drug tested, because some employers will require it.  If you can’t pass a 
drug test, you may wish to consider changing your lifestyle prior to entering the program. 

9. Are there any paid internships? 
Some, but don’t count on it.  You’ll be paid through training and skills, and through real-life experiences. 

10. Can I set up an internship with a company or business I know? 
Yes.  If you have a situation you are interested in, feel free to set up an internship and then come see us to 
make sure you get credit and that it shows up on your transcripts. 
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 FORM 1. PARENT PERMISSION FORM 
 

I give my student, __________________________________, permission to submit an application to 

be reviewed for the Bitney Internship program. I have reviewed the internship information packet 

with my student and understand what is expected of them if they decide to pursue the program. 

 

I understand it is my responsibility to take an active role in helping my student to locate an Internship 

site when possible, and to reinforce the need for good work habits and attendance. I will also ensure 

that my student has transportation to and from the Internship site. 

 

 

_______________________________________________________________  ______________ 

Parent Name and Signature                                                                              Date 

 

 

_______________________________________________________________  ______________ 

Student Name and Signature                                                                              Date  
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FORM 2. STUDENT APPLICATION FORM 
 

STUDENT NAME: _________________________________________________________________________________ 

GRADE LEVEL:  ________________________   PROJECTED DATE OF GRADUATION: _____________________ 

EMAIL ADDRESS: ______________________________________ MOBILE #: _______________________________  

 

NAME OF PARENT/GUARDIAN: _________________________________________________________ 

MOBILE #:  _______________________________  

NAME OF PARENT/GUARDIAN:  _________________________________________________________ 

MOBILE #:   _______________________________  

 

CURRENT GPA (GRADE POINT AVERAGE:   ___________________ 

ARE YOU INTERESTED IN A SUMMER INTERNSHIP? :___________________ 

 

WHAT DAYS/HOURS ARE YOU AVAILABLE?:_______________________________________________________ 

In the space provided, please describe why you are interested in applying for the Bitney 
Internship Program: 

 

 

 

 

 

Are you interested in one of the exist ing Internship sites, or are you more interested in 
developing your own site? If  so, what sort(s)  of worksites are you interested in? 
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Do you have previous work experience, paid or unpaid? Please describe.  

 

 

 

 

 

What specif ic ski l ls  do you think that you could offer potential  employers (physical,  
computer,  work well  with people, customer-oriented, writ ing ski l ls ,  etc.)? 

 

 

 

 

 

 
I f  we were to contact a former employer,  parent,  teacher,  or anyone else who may have 
opinions about your work ethic,  what do you think that they would say? 

 

 

 

 

PLEASE SIGN & DATE: 

 

___________________________________________________     ____________________ 
NAME         DATE
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FORM 3: COUNSELOR RECOMMENDATION 
 

COUNSELOR’S NAME: ___________________________________________   DATE: ______________  

STUDENT’S NAME:         _____________________________________________________________    

VERIFIED CURRENT GPA      ____________                                       GRADE LEVEL:      ___________  

PROJECTED GRADUATION DATE:  ___________________ 

Does the student have a history of excessive school absences or tardies? 
Explain: 

 

 

Do you feel that this student wi l l  be able to meet the criteria to part ic ipate in the Internship 
Program? 

 

 

 

Please comment further regarding whether you bel ieve that this student can be successful  
in such a program. 

 

 

 

Please return this form directly to the Internship Coordinator at your earliest convenience at 
internshipcoordinator@bitneyprep.net. (this form is considered confidential) 

 

PLEASE SIGN & DATE: 

 

___________________________________________________     ____________________ 
NAME         DATE 
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FORM 4a: FACULTY RECOMMENDATION 
 

Faculty Name:   ________________________________________ Date: ___________________ 

Student Name: ___________________________________________________________________ 

Grade Level:      ___________ Projected Date of Graduation: _______________________ 

 

You have been chosen to recommend a student for Bitney College Prep High School’s Internship Program. 
Please offer any evaluation and insight answering whether you believe that this student will (1) benefit from 
such a program and (2) if you believe that they will be successful in it.  

 

In what classes have you observed this student:   

 

 

 

Please rate this student in the fol lowing qualit ies:   

 

N
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Relating to others       

Attendance       

Punctuality       

Cooperativeness       

Personal Appearance       

Expression of Ideas       

Continued next page >> 
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Industr iousness       

Reliabi l i ty       

Scholarship (abi l i ty)       

Init iat ive       

Leadership Qualit ies       
 

 

 

Please return this form directly to the Internship Coordinator at your earliest convenience at 
internshipcoordinator@bitneyprep.net. (this form is considered confidential) 

 

 

 

 

 

 

PLEASE SIGN & DATE: 

 

___________________________________________________     ____________________ 
NAME         DATE  
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FORM 4b: FACULTY RECOMMENDATION 
 

Faculty Name:   ________________________________________ Date: ___________________ 

Student Name: ___________________________________________________________________ 

Grade Level:      ___________ Projected Date of Graduation: _______________________ 

 

You have been chosen to recommend a student for Bitney College Prep High School’s Internship Program. 
Please offer any evaluation and insight answering whether you believe that this student will (1) benefit from 
such a program and (2) if you believe that they will be successful in it.  

In what classes have you observed this student:   

 

 

 

Please rate this student in the fol lowing qualit ies:   
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Personal Appearance       

Expression of Ideas       

Continued next page >> 
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Please return this form directly to the Internship Coordinator at your earliest convenience at 
internshipcoordinator@bitneyprep.net. (this form is considered confidential) 

 

 

 

 

 

 

PLEASE SIGN & DATE: 

 

___________________________________________________     ____________________ 
NAME         DATE  
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Form 5. Internship Early Dismissal Form 
 

This document gives permission to the student below to leave campus before the end of the 
school day in order to participate in the Bitney Internship Program. 

 

Student Name: _______________________________ Student Phone:_____________ 

 

Parent/Guardian Name: ________________________ Parent Phone: ______________ 

 

Student will be leaving Bitney Campus on the following days and times each week: 

 

Beginning Date: ________________                               Ending Date: ___________________ 

 

Days of the Week Leaving Campus:  M ______ Tu ______ W ______ Th ______ F ______ 

Time Leaving Campus:    M ______ Tu ______ W ______ Th ______ F ______ 

Please notify the School office and Internship Coordinator immediately if  
there are any changes to the above schedule. 

 

_________________________________________________________  is granted permission  
STUDENT NAME 

to be dismissed from BCPHS according to the above schedule. 

 

 

_________________________ __________        _________________________ __________ 
School Administrator       Date                              Parent/Guardian   Date 
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Bitney Internship Application Checklist 

Please be sure to complete and return, signed and dated, each of the following: 
 

Name of Document         Completion 

 

Parent Permission      

Student Application      

Counselor Recommendation     

Faculty Recommendation #1     

Faculty Recommendation #2 (two are needed)  

Internship Early Dismissal Form    
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“Are You a Working Teen” 
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