JAN TERM CHECKLIST

2010-2011
Before Jan Term:

_____  Attend all scheduled meetings with on-campus Jan Term advisor.


  By Tuesday, October 19 -- All paper work is due for any internship. 
  Completed Internship forms should be turned in to the on-campus Jan
  Term advisor starting the first day of classes in August and no later than

  Tuesday, October 19 before the end of 6th period.



  Wednesday, November 17 -- First paper due.


  Week of December 27 -- Call or email field advisor to remind him/her that 


   you will be reporting for work on January 3.

During Jan Term:



   By Friday, January 7 -- Contact (phone or email) on-campus 



  Jan Term advisor to inform him/her of how your Internship is progressing.



  Keep an orderly and thorough daily journal.



  Keep an accurate time sheet.



  Give field advisor the Field Advisor’s Evaluation Form for him/her to 


  complete and return to you by your last day of work. (Or field advisor


  may mail this form to the school.)

After Jan Term:


  On Tuesday, January 25 -- Meet with on-campus Jan Term


  advisor to give oral report.



  By the end of 2nd lunch on Wednesday, January 26 -- Turn in to 


  on-campus Jan 



  Term advisor:



(1)  daily journal



(2)  final paper
These should be in a



(3)  field advisor report
        neat folder.



(4)  time sheet



(5)  Xerox copy of thank-you note



  On Wednesday, February 2 -- present display for Sharing Day.

Grades for Jan term Internships are Honors, Satisfactory, or Unsatisfactory.
REMEMBER THAT A LARGE PORTION OF YOUR JAN TERM GRADE WILL

BE BASED ON HOW WELL YOU CARRY OUT EACH OF THE ABOVE

TASKS. REMEMBER ALSO THAT YOU ARE EXPECTED TO MEET 







ALL DEADLINES.

