Vocational Internship Program

Pottsville High School

500 Apache Drive

Pottsville, AR 72858

August 8, 2008
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Ms. Corey Helton

Stella Manor Nursing Home

400 North Vancouver Ave

Russellville, AR 72801

Dear Ms. Helton,
Thank you for agreeing to participate in the Vocational Internship Program at Pottsville High School.  I believe that this will be a rewarding experience for the Intern you have agreed to host.

Your Intern is and his/her information is:

Your Intern should be contacting you very soon to set up a work schedule with you.  Just to remind you the Interns will meet with Mrs. Prince in class one day a week for an hour.  This day is most likely going to be on Friday during 7th period, 2:30-3:25 p.m.  If he/she works on this day, the Intern will be somewhat later to work on this day.  He/She will need to start working in their job no later than the second week of school, August 25-29, 2008.

Just a reminder of the Employer Responsibilities:

· Provide a minimum of ten hours of work/training per week.

· Proved the student with supervision by a qualified and experienced employee.

· Provide the student with the same consideration given other employees in regard to safety, social security, and other general employment conditions.

· Notify Mrs. Prince, Internship Coordinator, at once of any unsatisfactory development.

· Pay the student a wage or salary comparable to other trainees, if possible.

· Will grade the student each grading period (4 times a year).

One item that is exciting about the VIP program is the Interns will receive two industry certifications by the end of the year, the OSHA Federal Card and Work Keys Certification.  These will be worked on throughout the year in class.  This is very exciting for these Interns to earn both of these certificates while still in high school!!
I will be coming to visit the Interns on the job and to meet employers before the end of August.  I will then visit a minimum of two more times during the first semester and twice during the second semester.  Visits are to discuss any problems or concerns the employer is having with the Intern, going over a skills list they use on the job and in class, and watching the Intern work in the work environment.

If you have any questions, please contact me anytime.  I would like to thank you for supporting the Pottsville High School Vocational Internship Program.

Sincerely,

Mrs. Samantha Prince

Pottsville Internship Coordinator

Work:  479-968-6574 Ext. 6516 

Home:  479-880-1098

Samantha.prince@pottsville.k12.ar.us
