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Preface

For many years, Toyota Motor Manufacturing, Texas, in partnership with high schools in the San Antonio 
area, has operated highly successful summer internship programs. Toyota believes that high school  
internships can help create a workforce pipeline that benefits employers, students and the community. 

Internships provide employers the opportunity to explore talent, to benefit from different and developing 
skill sets, and to train candidates for future positions. They also allow students the opportunity to gain 
experience with manufacturing processes and safety concepts, industrial work environments, and  
professional cultures–all of which will help them make more informed decisions about their future  
career pathway.

Toyota is pleased to partner with the Manufacturing Institute to share this toolkit with the broader  
manufacturing community. Strengthening the manufacturing workforce pipeline is critical, and all  
manufacturers can play a role. By utilizing this toolkit, more manufacturers can engage in the process  
directly and develop essential partnerships with their local high schools. 

This material is being distributed by the Manufacturing Institute with permission by Toyota Motor North America, Inc. 
Copyright © 2023 Toyota Motor North America, Inc. All rights reserved.

Special acknowledgement goes to Mary Batch, her  
former colleagues at Toyota Motor Manufacturing,  
Texas, and the Texas Federation for Advanced  
Manufacturing Education (TX FAME) Alamo Chapter. 
They all contributed to the development of this toolkit.
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Purpose of the Toolkit

This toolkit is a guide for employers interested in high 
school internship programs. Whether your company 
is developing a new internship program or improving 
an existing one, this resource covers important topics 
worth considering, although it is not intended to be 
an exhaustive list of topics. Employers should keep 
in mind that the specific structure and format of their 
program ultimately depends on the employer’s needs 
and business model. 

As technology improves organizational processes 
and more emphasis is placed on employees having a 
higher-level skill set, students need the preparation, 
mentoring and on-the-job opportunities included in  
a quality high school internship program. For decades, 
students have gained work experience through part-
time jobs, but they now need more tools to be com-
petitive for careers with high-earning potential. 

This toolkit is designed to highlight key components 
of a high-quality internship program that will prepare 
students for success in postsecondary education, 
workforce development programs or careers in  
manufacturing.
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Benefits for Interns
1.	 Internships are an excellent way to learn about  

an industry or specific career field.

2.	 Internships can sometimes satisfy certain dual 
credit requirements, allowing students to earn  
college credits while also enriching both their  
high school and college experiences.

3.	 High school interns tend to be more engaged in 
their learning.

4.	 High school interns begin to develop the correct 
work ethic, skills and abilities necessary for success 
in a manufacturing career. 

5.	 Internships are a great way to build professional 
relationships, which may open doors to future 
positions and networking opportunities that can 
strengthen one’s career.

6.	 Paid internships allow students to earn money  
while they learn, creating greater opportunities  
for themselves and their families.

7.	 Internships have the potential to culminate in  
a full-time job offer. 

8.	 Experiential learning while in school provides  
students with real-life experience to help shape 
their career choices.

Benefits for Employers
1.	 Internships can create and strengthen the con-

nection between employers and the education 
sector, which is needed to ensure better alignment 
between skills in demand and the talent pipeline.

2.	 Internships are an inexpensive recruiting tool.

3.	 Internships are an opportunity to train future  
employees.

4.	 Internship programs create an opportunity to  
evaluate prospective employees while they are 
working for the organization, which significantly 
reduces the costs of finding new talent.

5.	 High school interns tend to be dedicated to  
continuing their career pathway with the company 
where they intern.

6.	 Interns may bring current technology, fresh per-
spectives and new ideas from the classroom to the 
workplace, thereby increasing an organization’s 
intellectual capital. This may lead to cost-savings 
and increased efficiencies.

7.	 Internship programs can be designed to increase 
an organization’s ability to recruit diverse employees.

Benefits for the Community
1.	 Internships can greatly decrease overhead and 

increase productivity of manufacturers, helping  
to strengthen the local economy. Findings from 
“The Aging of the Manufacturing Workforce:  
Challenges and Best Practices” revealed that 61%  
of companies have established or have encour-
aged apprenticeship programs to boost recruit-
ment and maximize knowledge transfer.

2.	 Interviews from the same study also reveal that 
“in addition to limiting brain drain and cultivating 
new hires’ professional skills, mentorship programs 
boost morale and engagement among older  
employees by fostering new personal relation-
ships, which survey results show are one of the  
primary reasons why older workers postpone  
retirement. For example, Atlas reports that  
participation in mentorship programs contributes 
to employees’ decisions to continue working  
because they find interactions with younger  
workers stimulating and rewarding.”

3.	 Internships are a great way to create a future pipe-
line of talent within the community, consequently 
having positive effects on those in low-income 
households, according to the article “High School 
Internships: Utilizing a Community Cultural Wealth 
Framework to Support Career Preparation and 
College-Going Among Low-Income Students of 
Color.”

The Benefits of an Internship Program

https://www.themanufacturinginstitute.org/wp-content/uploads/2020/03/MI-Sloan-Aging-in-the-MFG-Workforce-Report.pdf
https://www.themanufacturinginstitute.org/wp-content/uploads/2020/03/MI-Sloan-Aging-in-the-MFG-Workforce-Report.pdf
https://www.tandfonline.com/doi/full/10.1080/10824669.2017.1350182
https://www.tandfonline.com/doi/full/10.1080/10824669.2017.1350182
https://www.tandfonline.com/doi/full/10.1080/10824669.2017.1350182
https://www.tandfonline.com/doi/full/10.1080/10824669.2017.1350182
https://www.tandfonline.com/doi/full/10.1080/10824669.2017.1350182
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More Evidence to Consider

Spotlight on High School Internships (American Student Assistance, cited by U.S. News) – 2020
•	 In the PrepareRI program, 89% of students who completed an internship said they  

believe the skills they learned during the experience will help them in the future. 

•	 Seventy-six percent said they learned something new about themselves.

•	 Seventy-nine percent said it provided an opportunity to learn about their unique and specific skills and interests.

•	 Fifty-two percent said the internship confirmed their interest in a career they thought they were interested in.

•	 Fourteen percent gained interest in a new career.

The Impact of High School Internships in Rural Appalachian Ohio (Building Bridges to Careers) – 2020
•	 Eighteen percent of students chose what college to attend based on internship experience.

•	 Eight percent chose to enter the workforce based on internship experience.

•	 Twenty-eight percent of students used advice from their host site mentor to choose a major,  
certificate, or schedule classes in college.

•	 Forty-four percent of students said the internship experience gave them a greater  
understanding of their community and how they could make a difference.

•	 Fifty-two percent said the most important change they experienced was building skills  
like professionalism and confidence.

•	 One hundred percent said high school internships should be offered to all high school students.

Employers, Students Benefit from High School Internships (SHRM) – 2014
•	 Fifty percent of employers reported they are either accepting applications from  

high school students for internships or plan to this year.

•	 Sixty percent agreed that students will need to begin to focus on their careers in  
high school to compete for internships and future jobs.

•	 Ninety percent agreed that high school internship programs can help students get into better colleges.

•	 Eighty-nine percent said students will have a competitive advantage when looking for a  
college internship or full-time job.

•	 Eighty-three percent said those internships will yield better-paying jobs.

•	 Top three things that high school students are looking to get out of internships:

	 1.	 New skills (92%)

	 2.	 Work experience (81%)

	 3.	 Mentorship/networking (72%)

Employer-funded internship models are vital to the community. 
They should include intentional outreach to those in the  
community who are underemployed, under-skilled and under-
represented in manufacturing–who may otherwise not have 
access to skills education and training. These models can help 
lift communities out of poverty and into prosperity by building 
self-confidence in interns.

https://file.asa.org/uploads/Spotlight-on-High-School-Internships.pdf
https://www.usnews.com/education/k12/articles/the-rise-of-high-school-internships
https://static1.squarespace.com/static/51e96d5ee4b00dfa731a01d5/t/62339c876f68417dc61f95fb/1647549585741/Internship+Impact+Report+spreads_2022-v3+%281%29.pdf
https://www.shrm.org/resourcesandtools/hr-topics/organizational-and-employee-development/pages/high-school-internships.aspx
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Toyota’s Experience Implementing High School Internships

Toyota’s approach in San Antonio has been and contin-
ues to be very intentional. For more than 12 years, it has 
chosen to provide high school students with a manu-
facturing experience to develop a highly skilled, gen-
erational workforce. It uses an earn-and-learn model, 
investing in the development of new talent  
within its community.

More and more high schools are offering cutting-edge 
STEM career pathways. Toyota’s journey into high school 
internships began with the Alamo Academies, which 
combines rigorous academic instructions with real-world 
applications. Students can select from the areas of aero-
space; information technology and security; advanced 
technology and manufacturing; diesel technology; and 
health professions. These academies allow high school 
students to:

•	 Take college-level courses in a college environment

•	 Earn both high school and college credits

•	 Gain valuable internship experience

•	 Earn STEM scholarships for college

•	 Make informed decisions on the type of education  
or careers to pursue after high school

The Advanced Technology and Manufacturing Academy  
is designed to help high school students develop 
entry-level skills needed to be successful in advanced 
manufacturing. Students are exposed to relevant and 
specific information on related career pathways,  
entry-level pay, demand trends, work environment,  
safety, educational requirements and skills associated 
with specific occupations.

In addition to the training students receive at the Toyota 
truck and SUV assembly facility, summer interns also 
complete the Certified Production Technician® (CPT) 
program developed by the Manufacturing Skill Standards 
Council® (MSSC). Students graduate with a high school 
diploma and earn college semester hours at no cost 
to them. They take courses in technical calculations, 
precision tools and measurements, basic machine shop, 
robotics, and computer-aided manufacturing. They also 
earn a 10-hour OSHA card, MSSC CPT® Safety and Qual-
ity Credentials, Certificate of Completion in Manufactur-
ing Skills Trade Helper, and a Certificate of Completion  
in Production Tool Operator/Maintenance Assistant. 

In San Antonio, the approach has been a win—win—win 
for the student, employer and community. The summer  
high school internship using the CPT certification has 
become the main source of recruits into Toyota’s two-
year TX FAME Advanced Manufacturing Technician 
apprenticeship program. More than 125 students have 
completed the program, and Toyota has hired many 
qualified entry-level employees who may not have  
otherwise had the necessary skills to qualify for jobs with 
the company. Two years into the program, Toyota showed 
reliable results regarding the aptitude and learned skills 
of their high school interns. In addition to providing 
those interns with options for careers in manufacturing, 
Toyota has helped educate the community, parents, and 
teachers about the life-changing benefits of working in 
the manufacturing industry.

CPT 4.0 program is ideal because it requires 
no prior knowledge of manufacturing and 
provides foundational advanced manu-
facturing competencies in safety; quality 
practices and measurement; manufacturing 
processes and production; maintenance 
awareness; and green production. MSSC 
also offers supply chain logistics certifi-
cations and has training and assessment 
centers in all 50 states.

https://alamoacademies.com
https://alamoacademies.com/advanced-technology-manufacturing-academy/
https://www.msscusa.org/certification/production-certification-cpt/
https://www.msscusa.org
https://www.msscusa.org
https://www.creatorswanted.org/about/create-your-future-in-manufacturing-10-reasons-to-consider-a-career-in-modern-manufacturing/
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Labor Laws to Consider
Understanding federal and state laws around child labor 
is important when considering an internship program. 
You will need to tailor your research to the state where 
the internship program will operate. The example 
resources provided below are for reference only. Seek 
professional legal advice when necessary. 

Step One: Research your state’s child labor laws and  
any applicable federal labor laws. For example, Texas 
Labor Code, Subtitle B. Restrictions of Labor,  Chapter 
51. Employment of Children. For a summary of the major 
laws of the U.S. Department of Labor see:  https://www.
dol.gov/general/aboutdol/majorlaws. See also here  
and here.

Step Two: Check for any general exemptions.  
For example, Sec. 51.003. GENERAL EXEMPTIONS.  

Step Three: Check for any requirements and special 
exemptions involving specific ages. For example, Texas 
provides the following apprentice and student learner 
exemptions for 16- and 17-year-olds.

Finally: Develop safety and quality protocols. It is im-
perative that protocols are in place to ensure the safety 
of the intern and other workers, as well as to remain 
compliant with any legal obligations. Consider the MSSC 
Safety and Quality Practices & Measurement Certificate. 
Ask your local high school advisory board to add this 
certification to STEM curriculum offered at local schools 
so students can complete this nationally portable certifi-
cation before being considered for a summer internship.

The Image of Manufacturing
Parents, caregivers and educators play a big role in help-
ing students form a career identity. They often guide and 
encourage kids to pursue specific career and academic 
pathways based on their own experiences and what they 
know and desire. In recent years in the U.S., manufacturing 
has not ranked high on the list of preferred careers, often 
due to a lack of awareness or negative perceptions about 
the industry.

Kids can’t be what they can’t see!

It is best to directly address these perceptions and highlight 
the realities of modern manufacturing as early as possible 
so students, parents and educators are well informed of the 
life-long potential the industry offers before considering 
career pathways. Create opportunities for these discussions 
using forums and townhalls and provide job shadowing 
exposure for middle and high school students. When meet-
ing with parents, they will be surprised to learn about the 
clean, safe and technologically intensive environments in 
advanced manufacturing that can propel their child into a 
well-paying career.

Some topics for discussion include the following:
•	 Diversity and demand of available and  

forthcoming careers
•	 Job security
•	 Work environment and safety
•	 Education, training and credentialing opportunities
•	 Industry and company culture
•	 Earning potential and benefits
•	 Career pathways and progression opportunities 
•	 Technological advancement
•	 Sustainability efforts

This infographic from the National Institute of Standards 
and Technology (NIST) Manufacturing Extension Partnership 
(MEP) debunks four common myths about manufacturing.

https://statutes.capitol.texas.gov/Docs/LA/htm/LA.51.htm
https://statutes.capitol.texas.gov/Docs/LA/htm/LA.51.htm
https://statutes.capitol.texas.gov/Docs/LA/htm/LA.51.htm
https://www.dol.gov/general/aboutdol/majorlaws
https://www.dol.gov/general/aboutdol/majorlaws
https://www.dol.gov/general/topic/disability/ada#:~:text=The%20U.S%20Equal%20Employment%20Opportunity,hiring%2C%20firing%20and%20job%20training
https://www.dol.gov/agencies/oasam/centers-offices/civil-rights-center/statutes/title-vii-civil-rights-act-of-1964
https://statutes.capitol.texas.gov/Docs/LA/htm/LA.51.htm
https://www.twc.texas.gov/jobseekers/texas-child-labor-law#prohi1617
https://www.twc.texas.gov/jobseekers/texas-child-labor-law#prohi1617
https://www.nist.gov/mep/manufacturing-infographics/manufacturing-myths-debunked
https://www.nist.gov/mep/manufacturing-infographics/manufacturing-myths-debunked
https://www.nist.gov/mep/manufacturing-infographics/manufacturing-myths-debunked
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Set goals, structure, policies and procedures for the 
internship program

•	 What is the main goal for your company’s internship 
program?

•	 Look at current business activities and consider what 
ongoing work you would like to expand or projects 
you would like to initiate or complete.

•	 Consider projects that are beneficial to your organi-
zation and provide challenging learning experiences 
for interns.

•	 Determine whether interns will be based solely in a 
single department or rotating through different areas 
and departments for more diverse experiences.

–	 In San Antonio, Toyota typically has 14 high  
school interns each summer paired in teams  
of two to three who rotate through each of  
the maintenance departments.

•	 Examine your company’s recruiting needs (i.e., 
employees retiring, departments that are expecting 
growth, adding positions due to economic recovery, 
demand for new/emerging required skill sets or  
positions that are difficult to recruit or hire for).

•	 Policies and the onboarding process for interns  
need to be established and agreed on by both the 
educator and company.

•	 Understand wage and hour laws with respect to  
your internship program.

Developing the Internship: Planning

Decide on the type of internship

•	 Full Immersion High School Internship

–	 Student reports to the internship site and the 
instructor will visit the site regularly to ensure  
the training plan is followed, conduct periodic 
evaluations and support both the student and 
internship partners 

–	 Ideal format for providing high-quality  
internships

•	 Blended High School Internship

–	 Student splits internship time between on-site 
activities and remote learning 

–	 Less than ideal, but it could be necessary  
due to school, family, or company needs

–	 Company internship manager will identify  
projects for the company that the intern can  
complete remotely when necessary

–	 Instructor/school liaison will communicate and 
meet with the company internship manager and 
student regularly to ensure the training plan is 
followed, conduct periodic evaluations and  
support the student and company.

–	 The instructor, student and internship manager 
may choose to complete the meetings on site  
or virtually.

In San Antonio, Toyota has presented summer internship opportunities to students by visiting  
STEM programs, career technology education (CTE) classrooms, and attending technology  
competition events.

You can connect to your local high schools in several ways:
•	 Offer educator externships to demonstrate the benefits of 

a manufacturing career.
•	 Volunteer to sit on their advisory committee, allowing you 

to participate in the discussion of the education and skills 
needed to pursue an internship or entry-level position at 
your company.

•	 Host or participate in an MFG Day event to show students, 
educators, guardians and community leaders the reality of 
modern manufacturing. 

Toyota offers a full program during Manufacturing Month (October) that uses job shadowing  
as a tool to pique the interest of students in Advanced Manufacturing and Technology and  
STEM programs. With the help of the city, community and educators, Toyota reaches middle 
school students in different STEM programs as well. For example, the San Antonio Hispanic  
Chamber of Commerce hosts the CORE4 STEM expo that allows the company to reach about  
5,000 middle school students each year.

https://www.mfgday.com
https://www.sahcc.org/core4-stem
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Develop plant-side expectations

• Identify orientation and training requirements

• Determine plant-side activities and projects that can 
benefit both the company and the intern

• Include weekly plant-side evaluation

• Be explicit about performance expectations
for the intern and those he or she will be
working with.

Set compensation and total number of hours  
in the internship

• It may be based on school requirements
(Toyota’s is typically 320 total hours).

• Paid internship is highly encouraged.

• Consider partnering with your local workforce
organization. However, as stated above, understand
wage and hour laws with respect to your internship
program.

– Workforce Innovation and Opportunity Act
(WIOA) funds or community-based grants
may be available to help pay wages to interns.

Recommended Best Practices
• Know child labor and wage and hour laws so that you

can structure your internship program accordingly
and communicate those expectations up front.

• Develop and use real job descriptions for internship
positions that outline the requirements you are look-
ing for in an ideal candidate and determine the skill
sets needed to perform the responsibilities of the
position.

• Think about how you can involve the intern in experi-
ences beyond the actual work of the internship.
Further involvement can include training programs,
social events and opportunities to network with
executives and other companies.

• Best practices for social events include the following:

– Encouraging the intern to network among
himself or herself to share his or her experiences

– Inviting your intern to company-sponsored
events when possible

– Considering organizing an end-of-program
experience, such as a golf outing or a lunch/
reception with upper management

• Have the intern shadow in other departments to
familiarize him or her with your organization and
expose him or her to opportunities outside of their
original scope.

• Upon internship completion, have interns report to
executives on what they learned, their career path-
ways plan, and any personal reflections.

• Develop criteria to select the supervisor and/or
mentor thoughtfully.

– A supervisor should be selected because he or
she has great teaching or training skills and has
the resources to support the intern throughout
the program. The supervisor should:

1. Assist in the development of learning
objectives

2. Help orient the intern to the organization
and its culture

3. Help the intern keep his or her project on
time and on budget

4. Confer regularly with the student to monitor
progress closely

– The mentor may be a department head, project
leader, long-time employee or acting supervisor
who is knowledgeable about the project
on which the intern will work and can provide
orientation and wisdom to the student.

• Be considerate and intentional on how you as the
employer intend to prepare students and work with
community partners effectively. Ensure that the
internship provides direct instruction around employ-
ability skills, cultural knowledge and technical skills.
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Recruiting
Connect with your high school CTE/STEM director to 
simplify the recruiting process for your organization and 
greatly reduce time spent identifying potential candi-
dates. Begin searching three to four months before you 
expect an intern to start working. Give ample lead-time 
to potential candidates to apply and begin the screen-
ing/interview process. 

It is advisable to visit the high school several times 
throughout the year in-person or virtually to educate 
students on your company and the internship program. 
This time should also be used to share the criteria they 
must meet to qualify for the internship, the applica-
tion and selection process and tips to help them best 
prepare for an interview. Give them ample time to ask 
questions.

When determining your selection criteria, you must know 
the needs of the internship position and the skillset you 
are looking for in qualified applicants. Create a quanti-
fiable matrix to use during the interview and selection 
process to ensure you’re selecting top-tier candidates 
and placing alternates in order.

Interviewing high school students for an internship 
position may be quite different than interviewing older, 
more experienced candidates for regular positions. Keep 
in mind that this may be their first interview and that this 
generation may communicate differently. Reduce the 
intimidation factor and nerves by being more conversa-
tional and helping them get comfortable.

Developing the Internship: Recruiting and Onboarding

Clarify with students during the interview what the 
selection process will be and how you will contact them 
for next steps. Students may not check their email as 
frequently and may be less likely to answer unexpected 
phone calls. If they know what to expect, they’ll be more 
likely to answer or respond.

Orientation
It’s important to communicate early and often with  
selected interns to ensure they have a solid foundation 
for their experience. This is likely new territory and po-
tentially intimidating to them, but having a solid rela-
tionship with someone from the company from day one 
will help them overcome those nerves and begin  
the internship with excitement, focus and determination.

This can also be the beginning of an ongoing orienta-
tion program with high school interns to ensure they’re 
appropriately acclimated to the organization. It’s coun-
terproductive to overload new interns with information 
on their first day—and even the first week. Consider the 
following to structure and strengthen your orientation 
program.

Prior to the first day
•	 Prepare a list of essential items that need to be  

covered on his or her first day. Also consider  
preparing an organizational chart that includes 
names and projects.

•	 Create a guide, document, or talking points that  
address your organization’s culture.

•	 Identify and communicate how the intern/new hire 
will fit in with your organization.

•	 Mail a “welcome package” to your intern. Include  
the following:

–	 Start date and first day agenda

–	 Directions and parking information if needed

Local workforce and education partners may 
organize job-shadowing days for high school 
students to aid in career exploration and aware-
ness. Local employers may host students for 
the day and provide information that young 
people may not be aware of on manufacturing 
career opportunities. These are excellent ways to 
introduce students quickly to your company and 
industry. Afterward, you can share information 
and potentially offer internships to extend their 
experience.
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First day
•	 Explain the need-to-know items such as the  

following:

–	 Bathroom and/or locker room

–	 Location of parking

–	 Work location for specific work dates and times

–	 Break/lunch times and areas

•	 Review organizational and employee policies.

–	 Attendance and punctuality requirements

–	 Social media policies, intranet/internet policies 
and procedures

–	 Dress code (including appropriate/inappropriate 
attire and perfume/cologne)

•	 Introduce the intern to supervisor and mentor.

•	 Provide any required uniform and personal protective 
equipment.

•	 Take the intern on a facility tour and introduce them 
to relevant staff.

Remainder of orientation period
•	 Review organizational culture, vision and relevant 

departments.

•	 Give the intern a feel for the organizational structure; 
provide an organizational chart and/or staff list with 
phone numbers.

•	 Review internship components, identify and discuss 
main projects, and discuss expected results.

•	 Identify a back-up supervisor or support person who 
can answer the intern’s questions if his or her regular 
supervisor is unavailable.

•	 Inform the intern of departmental or staff meetings 
he or she is expected to attend.

•	 Ensure the intern understands his or her responsibili-
ties and has all necessary resources to do the job.

•	 Consider whether to have your intern sign an  
orientation acknowledgment form and/or any  
other employment-related documentation. Note  
that some onboarding documents may need to be 
signed by the parent or guardian of interns if they  
are considered minors in the state of employment.
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Consistent Support and Guidance
•	 Encourage and support the learning aspect of the 

internship using the Internship Training Plan.

•	 Help your intern set daily, weekly and monthly  
goals for completion of various tasks to help estab-
lish a solid work ethic. Evaluate his or her progress 
periodically and give feedback.

•	 Assign duties that are progressive, challenging and 
related to the student’s area of study.

•	 Give a detailed explanation when assigning work. 
A few extra minutes of explanation will pay off later 
when the intern produces good work independently.

•	 Ensure the student has all the equipment,  
supplies and space necessary to perform their  
duties successfully.

Progress Monitoring
•	 Make sure you are aware of what’s happening with 

their daily tasks.

•	 Provide adequate supervision for the student (recom-
mend a meeting at least every one or two weeks).

•	 Provide the intern with time during team or staff 
meetings to report progress on his or her projects.

Evaluation
•	 Processes and timelines for evaluations may differ.

•	 Consider informal evaluations to provide timely,  
consistent and constructive feedback to the intern. 
These may be in the form of a general conversation, 
over lunch, or during weekly check-ins.

•	 A more formal, written evaluation should be  
completed at the end of the internship. You may  
also consider a mid-term evaluation as well.

•	 Educational institutions may require onsite visits or 
conference calls during the internship to facilitate  
the evaluation process for grading purposes. The in-
tern may be able to share with you what is expected 
and a representative from the school will contact you 
if this is a requirement for credit. 

Developing the Internship:  Progress Monitoring and Evaluation

Follow-Up
•	 Conduct an exit interview with the intern, celebrate 

wins together and address his or her concerns.

•	 Continue to stay in touch with the student through-
out the remainder of his or her high school career.

•	 If the student opts to pursue post-secondary educa-
tion or training, track his or her plans and continue to 
advise on roles that may fit within the company upon 
completion. The internship may open the student’s 
eyes to other careers of interest.

•	 Include parents/caregivers in follow-ups, as they  
will continue to be a guide and advocate for the  
student as he or she grows and determines his or  
her career path.



14

Internship Program Management

Create standard operating procedures and evaluate  
the internship program, seeking input from your stake-
holders along the way.

Determine roles and responsibilities among partners. 

Strong partnerships develop the most career-ready 
students. Work with the intern’s school and parents/
caregivers to:

•	 Establish a clear attendance policy and provide 
guidelines for interns who need to miss work for  
certain reasons

•	 Require the intern to adhere to all school and  
workplace policies

•	 Address all student disciplinary issues

•	 Schedule times they may visit and observe the  
student at the work site throughout the internship.

Keep in mind that while we expect student interns  
to be mature, independent and professional, their  
parents/caregivers play an important role in helping 
them navigate important decisions. Giving parents  
the opportunity to be involved and see their child be 
successful at your company during an internship may 
lead to them becoming your ally.

Upon completion of each internship, review evaluations 
and exit surveys with school liaisons, company leader-
ship, intern supervisors and mentors. Celebrate wins 
together, but also ensure you address possible  
improvements for future internships.

Final Thoughts

After putting together your successful internship 
program, you might feel up to the challenge of 
developing a broader talent pipeline strategy. 
Imbedding your internship program into a ro-
bust career pathway for students will ultimately 
produce the best results for your company. The 
MI is well equipped to help your organization 
think through an appropriate strategy. 

In San Antonio, Toyota utilizes its high school 
internship to identify recruits for the TX FAME 
apprenticeship programs. The Federation for 
Advanced Manufacturing Education (FAME) 
provides global-best workforce development 
through strong technical training, integration 
of manufacturing core competencies, intensive 
professional practices and hands-on experience 
to build the future of the modern manufacturing 
industry. FAME USA establishes and nurtures 
relationships with community college part-
ners and K-12 education providers. The MI, the 
501(c)3 nonprofit workforce development and 
education partner of the NAM, manages FAME 
USA and can help employers find or launch 
a local FAME chapter. In addition to joining a 
chapter to help build your pipeline of advanced 
manufacturing technicians, a local FAME chap-
ter may be able to help you connect with local 
school leaders and students to share informa-
tion about your internships.

https://fame-usa.com
https://fame-usa.com
https://www.themanufacturinginstitute.org
https://www.nam.org
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APPENDIX

There are several templates provided in this appendix that may be useful in managing  
internships. You may use these as they are, or tailor them to fit your specific needs.  
Work with partnering educational institutions to determine whether they or the company 
will provide and manage specific resources, forms, and documents.
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Student Interview Evaluation Form

Student Name___________________________________________________________________________
Student School_ _________________________________________________________________________
Interviewer Name_________________________________Interview Date___________________________

Realistic Program Preview Overall Rating

Applicable School Courses Item Rating

1. Tell me about any position-related courses you have or are taking. What did or do you like and
dislike most about the courses?

Extra-Curricular Activities Item Rating

2. Tell me about any teams or clubs you are involved in at school, and why you chose to join
that team or club?

Travel, Workplace and Working Environment Item Rating

3. Why do you want to become a(n) ____________________ intern at our company?

4. There is no public transportation to or from the work site. What transportation arrangements do
you have to ensure you would be able to meet your commitments to the internship program?

5. Activities at the work site will require you to wear certain safety gear. How do you feel about
having to wear safety shoes, safety glasses, and a hard hat for six to eight hours a day?

Additional Notes:

Much Less than 
Acceptable

Less than 
Acceptable Acceptable More than 

Acceptable
Much More than 

Acceptable

1 - 2 3 - 4 5 - 6 7 - 8 9 - 10
High expectation that  

this individual will not 
be able to meet program 

requirements

Minimum interest and 
capabilities necessary to 

meet most major program 
requirements

High expectation that this 
individual will be able to 

meet and complete all  
program requirements

Rating Scale
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Student Internship Agreement

The student agrees to participate in the internship and complete the work-based training experiences assigned by  
____________________ staff. Assignments will be performed according to the same company policies and  
regulations applicable to regular employees. The student agrees to take advantage of every opportunity to improve 
both personally and professionally to pursue further education and enter the chosen occupation as a qualified and  
capable employee.

The company and school are responsible for providing the student with opportunities for training in the basic skills  
of an occupation and knowledge of related technical information. To provide a systematic plan for well-rounded training, 
a schedule of work-based learning has been coordinated and agreed on by the training sponsor and school contact.

The student and his or her manager will have weekly check-ins, during which the student should identify any questions and/or 
concerns he or she has regarding the internship. Any concerns the student does not feel comfortable bringing to the attention  
of his or her manager should be addressed immediately with the school contact or the company’s human resources department.

Below are the responsibilities of the student and parent/guardian:

1. The employer will set the hourly wage. The student will work 25-40 hours per week.*

2. The training period is ____________________.

3. The student will need to have a bank account setup for direct deposit no later than ____________________.

4. Resumes must be completed and emailed to _______________________________ no later than ____________________.

5. The parent/guardian and student will be responsible for all travel to and from the work-site.
Please ensure you do not schedule vacations, camps, etc., during the internship time frame.

6. In compliance with federal law, all students hired will be required to verify identity and eligibility to work
in the United States and to complete the required employment eligibility verification document form upon hire. 
Please ensure all paperwork is completed by ____________________.

* subject to change, depending on employer

A condition of employment is passing a background check and drug screening successfully, if applicable and in  
accordance with applicable law. Signatures below provide consent for pre-employment screenings to be completed.  
Students will be accepted and assigned to training stations without regard to race, color, religion, sex, national origin, 
disability or genetic information. 

Applicable Law
This agreement shall be construed under and in accordance with the laws of the state of ____________________, 
and all obligations of the parties created hereunder are performable in ____________________.

Student’s full SSN_______________________________________________

Student Signature_ ______________________________________________ 	 Date ___________________________

Print Parent/Guardian Name_______________________________________

Parent/Guardian Signature_ _______________________________________ 	 Date ___________________________

Please complete and return all forms prior to leaving orientation.
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Student Internship Evaluation

Student Name ____________________________________Position Title_____________________________
Company_______________________________________________________________________________
Trainer Name_ ___________________________________Date____________________________________

Instructions: Factors that are descriptive of performance are grouped below. Please write a number grade 
within the range in each rating area that best describes the individual you are evaluating. The overall rating 
will be used in determining the student’s final grade.

Performance Factors Poor 
50 - 59

Fair 
60 - 69

Average 
70 - 79

Good 
80 - 89

Outstanding 
90 - 100

Quantity of work

Quality of work

Attitude toward work

Cooperation with teammates

Cooperation with supervisor

Attendance record

Punctuality

Ability to learn new duties

Initiative

Potential for promotion

Personal qualities

Adherence to safety standards

Do you believe the student is assigned properly? If not, what are your recommendations?

Additional notes/comments:

Supervisor’s Signature ___________________________________________Date______________________

Please return form to: ________________________________________________________________________________
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Partner Program Evaluation

Company ______________________________________________________________________________
Company Representative_ _________________________________________________________________
Internship Coordinator_ ___________________________________________________________________

Please check the number that best indicates the way you believe the coordinator has handled the internship 
program. Answers will be confidential and only used to improve the internship program. Add comments 
after each if clarification is needed.

1. You received adequate information about the student participating in the internship program.
1

Strongly 
Disagree

2
Somewhat 
Disagree

3

Neutral

4
Somewhat 

Agree

5
Strongly 
Agree

2. The coordinator provided adequate orientation at the beginning of the internship, concerning
	rules and procedures.

1
Strongly 
Disagree

2
Somewhat 
Disagree

3

Neutral

4
Somewhat 

Agree

5
Strongly 
Agree

3. The coordinator provided assistance for you to develop your learning objectives.
1

Strongly 
Disagree

2
Somewhat 
Disagree

3

Neutral

4
Somewhat 

Agree

5
Strongly 
Agree

4. How many times did the coordinator visit the work-site? ____________________________

5. I would recommend the high school internship program to other companies.
1

Strongly 
Disagree

2
Somewhat 
Disagree

3

Neutral

4
Somewhat 

Agree

5
Strongly 
Agree

Please provide any comments or recommendations for the improvement of the internship program:

Comments:

Comments:

Comments:

Comments:

Comments:
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Job Analysis

Student Name____________________________________Position Title ____________________________	

Company_______________________________________________________________________________

1. Describe the purpose of your job.

2. Using your job description, make a list of tasks for which you are responsible.
Approximately what percent of your time was spent on each task?

3. List the special skills you must have to perform your job.

4. What strengths do you bring to this job?

5. In what areas can you most improve? (This can be used as the source of a learning objective)

6. What are your educational goals (both short and long term)?

7. What are your career goals (both short and long term)?
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Internship Termination Form

Student Name____________________________________Position Title ____________________________
Company_______________________________________________________________________________
Supervisor Name__________________________________Phone_ _________________________________
Date of Termination_ ______________________________

Reason for Termination: Please check one and comment below.

1.	Program completed successfully

2.	Student quit

3.	Laid-off (no fault of student)

4.	Fired for cause

5.	Other (please explain below)

Please provide specific details if student did not complete the internship program successfully.

Supervisor Signature_______________________________Date____________________________________



22

Student Internship Contact Sheet

Student Name____________________________________Position Title ____________________________
Company_______________________________________________________________________________
Supervisor______________________________________________________________________________

Please verify the dates and hours the student intern worked.

Supervisor Signature_______________________________Date____________________________________

Week Date Hours Worked Supervisor Initials

1

2

3

4

5

6

7

8

9

10

Total hours worked _____________________________
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Student Program Evaluation

Student Name____________________________________Position Title ____________________________

Company________________________________________Date____________________________________

Please check the number that best indicates your evaluation of the supervisor/coordinator and program. 
Answers will be confidential and only used to improve the internship program. Add comments after each 
if clarification is needed.

Please provide any comments or recommendations for the improvement of the internship program:

1. The coordinator provided adequate orientation concerning internship procedures.
1

Strongly Disagree
2

Somewhat Disagree
3

Neutral
4

Somewhat Agree
5

Strongly Agree

2. The supervisor provided adequate assistance in developing my individual training plan.

3. Were you provided with a job description of your responsibilities? Yes No

4. I received adequate assistance to achieve my learning objectives while on the job.

Comments:

Comments:

Comments:

Comments:

5. Contacts with my supervisor were appropriate to meet my needs.

Comments:

6. The on-the-job experiences were worthwhile to my professional development.

Comments:

Comments:

7. I would recommend this company to future interns.

1
Strongly Disagree

2
Somewhat Disagree

3
Neutral

4
Somewhat Agree

5
Strongly Agree

1
Strongly Disagree

2
Somewhat Disagree

3
Neutral

4
Somewhat Agree

5
Strongly Agree

1
Strongly Disagree

2
Somewhat Disagree

3
Neutral

4
Somewhat Agree

5
Strongly Agree

1
Strongly Disagree

2
Somewhat Disagree

3
Neutral

4
Somewhat Agree

5
Strongly Agree

1
Strongly Disagree

2
Somewhat Disagree

3
Neutral

4
Somewhat Agree

5
Strongly Agree
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Student Information Sheet

Please provide complete information for each of the following:

Student Name____________________________________SSN____________________________________

Home Address___________________________________________________________________________

City____________________________________________State_ ___________________ Zip____________

Cell Phone_______________________________________Work Phone_____________________________

Personal Email_ _________________________________________________________________________

High School_ ____________________________________School Phone_ ___________________________

Graduation Year_ _________________________________Date of Birth______________ Age___________

Emergency Contact________________________________Relationship to Student_____________________

Emergency Contact Phone_________________________________________________________________

Weekly Work Schedule

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Start Time

End Time

Average hours scheduled per week _____________________________

Employer Information:
Company Name_ ________________________________________________________________________

Mailing Address_________________________________________________________________________

City____________________________________________State_ ___________________ Zip____________

Supervisor Name__________________________________Supervisor Phone_________________________

Supervisor Title___________________________________Supervisor Email_________________________

Required Attire and PPE:

Specific Worksite Location and Directions:
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Student Internship Weekly Reflection

Student Name____________________________________Position Title ____________________________

Company________________________________________Date____________________________________

1. Who were your mentors/supervisors this week?

2. Which area did you work in this week?

3. Describe exactly what happens in this area?

4. Describe how employees in this area support the production process.

5. Describe any activities you performed or projects you worked on this week.

6. What did you like best about the work you performed this week?

7. What did you like least about the work you performed this week?

8. What was the most challenging part of this week?

9. How did your work this week relate to any classes you’ve recently taken?

10. What are some work skills you learned or improved in this week?

11. What are some personal skills you learned or improved in this week?

12. What is the single most important thing you learned this week?

13. Did anything surprise you this week?



Internship Training Plan

Student Name__________________________________Company_ __________________________ Position Title_________________________

Trainer/Supervisor_______________________________Internship Start Date___________________ End Date____________________________

The learning objectives and workplace competencies provided below will serve as training goals for the student during their internship.

Evaluation

Learning Objectives (Technical aptitudes specific to position) Below 
Expectations

Meets 
Expectations

Exceeds 
Expectations

Intern 
Initials

Trainer 
Initials Date Comments

Workplace Competencies (Power skills necessary for employability) Below 
Expectations

Meets 
Expectations

Exceeds 
Expectations

Intern 
Initials

Trainer 
Initials Date Comments

Punctuality–arrived to work area on time and ready to work; returned from 
breaks and lunches on time

Oral communication–interacts with the trainer during training and is able to 
express thoughts, questions or ideas about the training clearly; is able to have 
open and respectful two-way communication

Problem Solving–identifies and analyzes problems; finds alternative solutions 
to complex problems; distinguishes between relevant and irrelevant informa-
tion to make logical judgements; seeks approval before implementing changes

Interpersonal Skills–considers and responds appropriately to the needs, feel-
ings and capabilities of others; adjusts approaches to suit different people and 
situations



27



28


	Table of Contents
	Purpose of the Toolkit
	The Benefits of an Internship Program
	Toyota’s Experience Implementing High School Internships
	Labor Laws to Consider
	The Image of Manufacturing
	Developing the Internship: Planning
	Developing the Internship: Recruiting and Onboarding
	Developing the Internship:  Progress Monitoring and Evaluation
	Internship Program Management
	Final Thoughts
	Student Interview Evaluation Form
	Student Internship Agreement
	Student Internship Evaluation
	Partner Program Evaluation
	Job Analysis
	Internship Termination Form
	Student Internship Contact Sheet
	Student Program Evaluation
	Student Information Sheet
	Student Internship Weekly Reflection
	Internship Training Plan

	Student Name: 
	Student School: 
	Interviewer Name: 
	Interview Date: 
	Applicable School Courses: 
	ExtraCurricular Activities: 
	Item RatingAdditional Notes: 
	Students full SSN: 
	Date: 
	Student Name_2: 
	Position Title: 
	Trainer Name: 
	Please return form to: 
	Company Representative: 
	Internship Coordinator: 
	Student Name_3: 
	Position Title_2: 
	Company_2: 
	Student Name_4: 
	Position Title_3: 
	Supervisor Name: 
	Phone: 
	Date of Termination: 
	Date_5: 
	Student Name_5: 
	Position Title_4: 
	Company_3: 
	Supervisor: 
	Date1: 
	Hours Worked1: 
	Supervisor Initials1: 
	Date2: 
	Hours Worked2: 
	Supervisor Initials2: 
	Date3: 
	Hours Worked3: 
	Supervisor Initials3: 
	Date4: 
	Hours Worked4: 
	Supervisor Initials4: 
	Date5: 
	Hours Worked5: 
	Supervisor Initials5: 
	Date6: 
	Hours Worked6: 
	Supervisor Initials6: 
	Date7: 
	Hours Worked7: 
	Supervisor Initials7: 
	Date8: 
	Hours Worked8: 
	Supervisor Initials8: 
	Date9: 
	Hours Worked9: 
	Supervisor Initials9: 
	Date10: 
	Hours Worked10: 
	Supervisor Initials10: 
	Total hours worked: 
	Date_6: 
	Student Name_6: 
	Position Title_5: 
	Date_7: 
	3 Were you provided with a job description of your responsibilities: Off
	Student Name_7: 
	SSN: 
	Home Address: 
	City: 
	State: 
	Zip: 
	Cell Phone: 
	Work Phone: 
	Personal Email: 
	High School: 
	School Phone: 
	Graduation Year: 
	Date of Birth: 
	Age: 
	Emergency Contact: 
	Relationship to Student: 
	Emergency Contact Phone: 
	SundayStart Time: 
	MondayStart Time: 
	TuesdayStart Time: 
	WednesdayStart Time: 
	ThursdayStart Time: 
	FridayStart Time: 
	SaturdayStart Time: 
	SundayEnd Time: 
	MondayEnd Time: 
	TuesdayEnd Time: 
	WednesdayEnd Time: 
	ThursdayEnd Time: 
	FridayEnd Time: 
	SaturdayEnd Time: 
	Average hours scheduled per week: 
	Company Name: 
	Mailing Address: 
	City_2: 
	State_2: 
	Zip_2: 
	Supervisor Name_2: 
	Supervisor Phone: 
	Supervisor Title: 
	Supervisor Email: 
	Student Name_8: 
	Position Title_6: 
	Date_8: 
	Student Name_9: 
	Company_6: 
	Position Title_7: 
	TrainerSupervisor: 
	Internship Start Date: 
	End Date: 
	Learning Objectives Technical aptitudes specific to positionRow1: 
	DateRow1: 
	CommentsRow1: 
	Learning Objectives Technical aptitudes specific to positionRow2: 
	DateRow2: 
	CommentsRow2: 
	Learning Objectives Technical aptitudes specific to positionRow3: 
	DateRow3: 
	CommentsRow3: 
	Learning Objectives Technical aptitudes specific to positionRow4: 
	DateRow4: 
	CommentsRow4: 
	Learning Objectives Technical aptitudes specific to positionRow5: 
	DateRow5: 
	CommentsRow5: 
	Learning Objectives Technical aptitudes specific to positionRow6: 
	DateRow6: 
	CommentsRow6: 
	Learning Objectives Technical aptitudes specific to positionRow7: 
	DateRow7: 
	CommentsRow7: 
	Learning Objectives Technical aptitudes specific to positionRow8: 
	DateRow8: 
	CommentsRow8: 
	DatePunctualityarrived to work area on time and ready to work returned from breaks and lunches on time: 
	CommentsPunctualityarrived to work area on time and ready to work returned from breaks and lunches on time: 
	DateOral communicationinteracts with the trainer during training and is able to express thoughts questions or ideas about the training clearly is able to have open and respectful twoway communication: 
	CommentsOral communicationinteracts with the trainer during training and is able to express thoughts questions or ideas about the training clearly is able to have open and respectful twoway communication: 
	DateProblem Solvingidentifies and analyzes problems finds alternative solutions to complex problems distinguishes between relevant and irrelevant informa tion to make logical judgements seeks approval before implementing changes: 
	CommentsProblem Solvingidentifies and analyzes problems finds alternative solutions to complex problems distinguishes between relevant and irrelevant informa tion to make logical judgements seeks approval before implementing changes: 
	DateInterpersonal Skillsconsiders and responds appropriately to the needs feel ings and capabilities of others adjusts approaches to suit different people and situations: 
	CommentsInterpersonal Skillsconsiders and responds appropriately to the needs feel ings and capabilities of others adjusts approaches to suit different people and situations: 
	DateRow5_2: 
	CommentsRow5_2: 
	DateRow6_2: 
	CommentsRow6_2: 
	DateRow7_2: 
	CommentsRow7_2: 
	DateRow8_2: 
	CommentsRow8_2: 
	DateRow9: 
	CommentsRow9: 
	DateRow10: 
	CommentsRow10: 
	Signature4_es_:signer:signature: 
	Signature5_es_:signer:signature: 
	Overall Rating: 
	1: 
	 Item Rating: 
	 Comments: 
	 Comments_2: 

	2: 
	 Item Rating: 
	 Comments: 
	 Comments_2: 

	3: 
	 Item Rating: 
	 Comments: 
	 Comments_2: 

	4: 
	 Item Rating: 
	 Comments: 
	 Comments_2: 

	5: 
	 Item Rating: 
	 Comments: 
	 Comments_2: 

	Blank Intern: 
	Why do you want to become an intern?: 
	What are your transportation arrangements?: 
	How do you feel about wearing safety gear?: 
	Additional Notes: 
	Blank Staff: 
	Training Period: 
	Resume Due Date: 
	Paperwork Due Date: 
	Direct Deposit Due Date: 
	Blank State: 
	Blank: 
	Email Resume: 
	Print Parent/Guardian Name: 
	Date 2: 
	Evaluation Date: 
	Company: 
	Is this the right fit for this student?: 
	Additional notes/comments: 
	Supervisor's Signature_es_:signer:signature: 
	Date 3: 
	Company 1: 
	Quality of work: Off
	Quantity of work: Off
	Attitude toward work: Off
	Cooperation with teammates: Off
	Cooperation with supervisor: Off
	Attendance record: Off
	Punctuality: Off
	Ability to learn new duties: Off
	Initiative: Off
	Potential for promotion: Off
	Personal qualities: Off
	Adherence to safety standards: Off
	You received adequate infortmation about the student: Off
	The coordinator provided adequate orientation: Off
	The coordinator provided assistance for you: Off
	How many times did the coordinator visit the work-site: 
	I would recommend the high school internship program: Off
	Comments or recommendations: 
	Describe the purpose of your job: 
	What tasks are you responsible for and what percent of your time was spent on each?: 
	List the special skills required: 
	What strengths do you bring?: 
	How can you improve?: 
	Short and long term educational goals?: 
	Short and long term career goals?: 
	Company_4: 
	Company_5: 
	Reason for Termination: Off
	Details about incompleted program: 
	Coordinator provided adequate orientation: Off
	Supervisor provided adequate assistance: Off
	I received adequate assistance: Off
	Contacts with my supervisor were appropriate to meet my needs: Off
	The experience was worthwhile to my professional development: Off
	I would recommend this company: Off
	Additional comments or recommendations: 
	Required Attire and PPE: 
	Specific Worksite Location and Directions: 
	Who were your mentors/supervisors this week?: 
	Which area did you work in this week?: 
	Describe what happens in this area: 
	Describe how employees in this area support the production process: 
	Describe any activities you performed or projects you worked on this week: 
	What did you like best about the work you performed this week?: 
	What did you like least about the work you performed this week?: 
	What was the most challenging part of this week?: 
	How did your work this week relate to any classes you've recently taken?: 
	What are some work skills you learned of improved in this week?: 
	What are some personal skills you learned or improved in this week?: 
	What is the single most important thing you learned this week?: 
	Did anything surprise you this week?: 
	Workplace Competencies (Power skills necessary for employability)2: 
	Workplace Competencies (Power skills necessary for employability): 
	Workplace Competencies (Power skills necessary for employability)3: 
	Workplace Competencies (Power skills necessary for employability)4: 
	Workplace Competencies (Power skills necessary for employability)5: 
	Workplace Competencies (Power skills necessary for employability)6: 
	Learning objectives 1: Off
	Learning objectives 2: Off
	Learning objectives 3: Off
	Learning objectives 4: Off
	Learning objectives 5: Off
	Learning objectives 6: Off
	Learning objectives 7: Off
	Learning objectives 8: Off
	Oral Communication: Off
	Problem Solving: Off
	Interpersonal Skills: Off
	Workplace Competencies 1: Off
	Workplace Competencies 2: Off
	Workplace Competencies 3: Off
	Workplace Competencies 4: Off
	Workplace Competencies 5: Off
	Workplace Competencies 6: Off
	Student Signature1_es_:signer:signature: 
	Parent/Guardian Signature2_es_:signer:signature: 
	Trainer InitialsRow10_es_:initials: 
	Trainer InitialsRow9_es_:initials: 
	Trainer InitialsRow8_2_es_:initials: 
	Trainer InitialsRow7_2_es_:initials: 
	Trainer InitialsRow6_2_es_:initials: 
	Trainer InitialsRow5_2_es_:initials: 
	Trainer InitialsInterpersonal Skillsconsiders and responds appropriately to the needs feel ings and capabilities of others adjusts approaches to suit different people and situations_es_:initials: 
	Trainer InitialsProblem Solvingidentifies and analyzes problems finds alternative solutions to complex problems distinguishes between relevant and irrelevant informa tion to make logical judgements seeks approval before implementing changes_es_:initials: 
	Trainer InitialsOral communicationinteracts with the trainer during training and is able to express thoughts questions or ideas about the training clearly is able to have open and respectful twoway communication_es_:initials: 
	Trainer InitialsPunctualityarrived to work area on time and ready to work returned from breaks and lunches on time_es_:initials: 
	Trainer InitialsRow8_es_:initials: 
	Trainer InitialsRow7_es_:initials: 
	Trainer InitialsRow6_es_:initials: 
	Trainer InitialsRow5_es_:initials: 
	Trainer InitialsRow4_es_:initials: 
	Trainer InitialsRow3_es_:initials: 
	Trainer InitialsRow2_es_:initials: 
	Trainer InitialsRow1_es_:initials: 
	Intern InitialsRow1_es_:initials: 
	Intern InitialsRow2_es_:initials: 
	Intern InitialsRow3_es_:initials: 
	Intern InitialsRow4_es_:initials: 
	Intern InitialsRow5_es_:initials: 
	Intern InitialsRow6_es_:initials: 
	Intern InitialsRow7_es_:initials: 
	Intern InitialsRow8_es_:initials: 
	Intern InitialsPunctualityarrived to work area on time and ready to work returned from breaks and lunches on time_es_:initials: 
	Intern InitialsOral communicationinteracts with the trainer during training and is able to express thoughts questions or ideas about the training clearly is able to have open and respectful twoway communication_es_:initials: 
	Intern InitialsProblem Solvingidentifies and analyzes problems finds alternative solutions to complex problems distinguishes between relevant and irrelevant informa tion to make logical judgements seeks approval before implementing changes_es_:initials: 
	Intern InitialsInterpersonal Skillsconsiders and responds appropriately to the needs feel ings and capabilities of others adjusts approaches to suit different people and situations_es_:initials: 
	Intern InitialsRow5_2_es_:initials: 
	Intern InitialsRow6_2_es_:initials: 
	Intern InitialsRow7_2_es_:initials: 
	Intern InitialsRow8_2_es_:initials: 
	Intern InitialsRow9_es_:initials: 
	Intern InitialsRow10_es_:initials: 
	Company_8: 
	6: 
	 Comments_2: 

	7: 
	 Comments_2: 



