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Overview of the Internship Program

The Internship Program runs through the month of January.  With a few exceptions, A-School

classes stop during this time.  When the Internship Program began, A-School students took all

their classes in the A-School, so students were completely freed from academic responsibilities

during the month of internship and were expected to replace the 35 hours normally spent in

school each week with 35 hours of work.  Today, however, most students take classes in the high

school as well, and they must continue to attend these classes in January.  We have therefore

devised a formula to reduce the number of work hours based on the number of hours that

students spend in class or doing homework: for every period of class, students subtract one

hour from the internship time, plus one half-hour for homework.  (So, for example, if a student

has a class that meets four times per week, they subtract six hours, four for the class periods

and four half-hours of homework time.)  Any student who has less than four hours of time

available for internship, as determined by this formula, is excused from participation in the

program.  Extracurricular activities like sports, drama, paid employment, etc. do not decrease

the number of internship hours.

Step l:  Determining your schedule of January classes

The first task you must accomplish, which you should do right away, is to determine how many

classes you will continue to attend during January and when they meet.  Until you do this you

will not have a clear idea of the times that you are available to work and how many hours of

work you will have.

On the Google Classroom for your Core Group, your advisor will post a fillable pdf of the

school schedule. Fill this out with all the classes you will continue to attend during January.

Total the number of hours per day (each period counts as one hour), the total hours per week,

and the hours of homework.  Then subtract the weekly class and homework hours from 35.  The

result is the number of hours of internship that you must work per week, unless you make

changes to your class schedule between now and the time that the completed contract is due.

You must submit this draft of your January class schedule to your Core Group Classroom by

Tuesday, Oct. 12. Your advisor will review the schedule with you during an advisory meeting or

at the next Core Group meeting, and will help you to determine the times you have available for

Internship.

If your schedule of classes is inconvenient for internship, teachers will sometimes allow you to

make changes, such as switching to a different section during January or coming to class fewer

than the normal times per week. These changes are entirely at the discretion of the individual



teacher and not under the control of the A-School. So if you want to ask for a change, ask

politely, and if the answer is no, accept it graciously.  You should make any such requests soon,

as the results may affect your availability for some jobs (for example, if you have classes

throughout the day, you probably can’t make an internship in New York City, but if you can

move all your classes to the morning, you have time to commute to an afternoon or evening

job.)  Remember that you can work internship hours at any time of day or any day of the week,

including weekends.

Extracurricular commitments will also affect your availability for Internship, even though they

do not count in the 35 required hours.  For example, if you need to be at school for sports

practice every day at three PM, there will be serious constraints on the blocks of time when you

can schedule work.  You might have to make some hard choices between participating in an

activity and securing a rewarding internship.

Step 2:  Finding an Internship

Once you know what times you have available for work (all day Tuesday?  afternoons? evenings

and weekends only?) you can start thinking about what sort of jobs will fit best in the

intersection between the time you have and the fields you would like to try.  Then you can start

seeking a placement. Since one of the goals of the Internship Program is to help students

become more independent, we encourage you to look for your own internship instead of just

letting your parents obtain one for you. There is a database on the A-School website of

placements that A-School students have held in the past.  You can also try the high school’s

Senior Options database.  Also, talk to your advisor and the other A-School staff members, who

may know of internships that would suit you.  You can also try cold-calling an organization with

no prior connection to the school; that method requires a little more courage, but it succeeds

surprisingly often.

When you have located a possible internship, call to inquire.  Calling is better than e-mailing,

because it’s very easy for busy professionals to ignore or overlook an e-mail, so you might not

get a response.  When you call, say something like, “My school requires students to work at an

internship in January.  Who can I talk to about obtaining a position with your

organization?”  It’s best to speak to someone higher up the chain of command than the person

who answers the phone, who might have little decision-making power and might simply tell you

that they do not hire high-school students.  Someone with more authority might be willing to

make an exception after talking with you.  If you’re talking to an organization that has had

A-School interns recently, you might want to mention the name of the A-School right away.  If

you're nervous about calling, your Core Group advisor can help you prepare.



During Community Meeting on Oct. 27, we will have a roll-call check-in to determine who has

not yet found an internship. Each student will be asked if they have found a placement, and if

so where.

Some important considerations: you cannot work for a relative; you cannot work at a site

where you have interned before unless you have a different sponsor and different tasks; and

no more than one A-School student can work for the same sponsor in the same place and

time.

Step 3: Site Visit and Internship Contract part A

If you receive a positive response from a potential employer, set up an appointment for an

on-site interview. When you go to this site visit, you should have Internship Contract part A

with you. Part A is a paper document that contains contact information for the sponsor and

site, the tasks you will do at your internship, and signatures from the sponsor, you and your

parent.  You and the sponsor should fill out as much of this information as possible while you

are on the site. If you prefer, you can type the contact information and tasks onto a digital copy

of the document, but the signature pages must be filled in by hand.

In your discussion with your sponsor, try to make the list of tasks as clear and specific as

possible. As an intern, you must expect to do some routine work requiring little skill, and you

should approach this work with a positive attitude.  However, at least some of your tasks should

be educational, allowing you to experience new challenges and get a real sense of what a career

in that field would be like.  If it seems that all your tasks will be menial, like Xeroxing, filing or

laundering towels, you might want to reject that internship even if the workplace is excitingly

glamorous.  You might have a better experience at a smaller or humbler organization that offers

you more stimulating work.

Actually seeing the site may also play an important role in your decision about whether or not

you want to work there.  This includes such considerations as the methods that the business has

adopted to make the worksite Covid-safe.  If the situation seems unsafe or inappropriate in any

way, you should reject that internship. Because we want to do everything we can to ensure

that you will be working in a safe, professional and comfortable environment, we ask that a

parent accompany you to the visit and that you both sign a sheet attesting that you feel good

about the site.  Your parent can opt out of visiting if they so choose, but must still sign the

sheet indicating this decision.  This sheet is included in Internship Contract part A.

There is one more page to Contract part A.  If you have negotiated schedule changes with any of

your high school teachers, you must write down the nature of the changes for that class and



have the teacher sign off on them. Do not wait until a few days before the contract is due to

get such signatures.  If one of your teachers happens to be absent that day (or that week),

your contract will be late and it will affect your grade.

Contract part A is due on Monday, Nov. 22.  You will give this paper document to your regular

Core Group advisor. If you typed some of the pages on a digital copy, print them out and staple

them to the handwritten signature pages. Please review the document carefully to make sure

that it is complete, correct and clean.  Handwritten pages should be clearly legible and written

in black or blue ink.  If pages of the contract have gotten stained, or there is confusing,

crossed-out information, please replace them with clean, neatly filled out pages.  The contract

will be on the A-School '21-'22 Classroom, so you can print out new pages as needed.

Step 4: Internship Contract part B

There is also a digital part of the contract, which contains the final schedule of your January

classes, the internship work schedule, the totals of hours and any deductions.

It would be prudent to rough out your work schedule with your sponsor during the site visit, but

you can fill out the digital page later. When determining your work schedule, remember that

you may be able to subtract hours for travel time.  If you will spend more than half an hour

per day travelling to and from work, the travel time in excess of half an hour counts. (For

example, if you will be doing an internship in the city which requires an hour of travel each way,

or two hours per day, you can subtract an hour and a half per day from your work hours.) Also,

if you will be going back and forth between school and internship on a given day, make sure

to leave enough time to get from one to the other.  If someone will be driving you to an

internship in Scarsdale, leave at least ten minutes between class and work.  If you will be

driving yourself, leave fifteen minutes to include parking time.

Internship Contract part B is also due on Monday, Nov. 22. You will be submitting this part of

the contract digitally.

During Internship

You will have an Internship Advisor whom you will contact once a week to discuss the progress

of your internship.  The advisor will also visit you once on site, and may periodically check in

with your sponsor to make sure that things are going well.  You will also keep a journal in which

you will reflect on what you are doing and learning from your internship.  You will receive

further instruction about these matters before Internship begins.



You may not accept payment for your work during Internship.  Some companies have rules

requiring them to pay all employees.  In such a case you may take the job but must turn over

the money to the A-School, where it will be added to the Charity fund.  Once Internship is over,

if your employer offers you an ongoing or a summer job (and this happens pretty often,) you

may then begin to accept payment.

Evaluation

Once Internship is over, you will write a self-evaluation about your experiences.  Your sponsor

will also write a letter evaluating your performance.  Your Internship Advisor will write a brief

evaluation and assign you a grade in the following categories:  Promptness and Care in

Completing the Contract, Timeliness in Submitting Time Logs, Responsibility in Contacting

Advisor, Timeliness in Completing Journal Entries, and Quality of Journal.  All of these evaluative

pieces will become part of your transcript for the year.

A Note to Parents

Students tend to find Internship among their most memorable and valuable A-School

experiences.  Many, however, also find the month of internship exhausting, especially when

work is combined with ongoing academic classes and extracurricular activities.  Daily

commuting is another stressor that students may find unexpectedly draining.  As your child

plans their internship, please intervene if you feel that they are taking on too much or are

creating an unrealistically hectic schedule for themselves. Also beware of taking too much on

yourself, particularly if you are agreeing to transport your child to and from their internship.

If you are uncomfortable driving on snowy or icy roads, please remember that such conditions

are common in January.  You must sign off on your child’s contract before it is complete; please

be sure that you are fully aware of and comfortable with the contents before you sign.




