Roles and Responsibilities: Project SEARCH Internship Process 
The goal of the internships is to teach competitive, marketable, transferable skills.  The acquisition of these skills should lead to competitive employment at the host business or anther community employer.  The student will also learn employability skills and culture of the workplace to assist in the transition of an intern to a successful employee.
Host Business Liaison
· Markets the program internally

· Seeks departments to host internship sites

· Gives preliminary information about P S

· Instructor provides follow up information

· Introduces instructor to other key departments:

· Employee Health

· Security

· Human Resources

· Marketing  

· Negotiates hiring opportunities 

· Networks at like businesses for employment opportunities based on skills learned
· Market successful internships and outcomes 
Instructor

· Student:

· Assess student skills, interests and values – continued

· Facilitate student internship choices

· Develop job placement plan - adapts over time based on internship success 

· Develops productivity log with student and/or skill acquisition log

· Looks for potential internal and external hiring opportunities

· Advocates for internal hire when “good match” exists

· Internship Development:

· Observes department work

· Identifies core skills/essential functions for the student to learn 

· Develop job description /confirms tasks 

· Provides employer education:

· Disability information

· Supervision strategies

· Works with peer mentor to provide support

· Communicates with peer mentor

· Evaluate and give feedback to student on skill acquisition
· Market successful internships and outcomes 
Manager / Peer Mentor

· Volunteer department for internship site

· Identify tasks that build  core skills 

· Allow instructor and coach to observe

· Choose peer mentor as “point of contact”

· Interview student for position

· Notify student to confirm

· Gives constructive feedback

· Provides natural support

· Layers on additional core skills/essential functions

· Gives exit interview and/Dept. Evaluation 

· Writes letter of recommendation from template

· Provide instructor with employment suggestions 
· Market successful internships and outcomes 
Student

· Visit internships / Identify area of interest

· Write cover letter to department

· Send letter and resume/data sheet

· Interview for position

· Department calls student to confirm

· Notify teacher & department for absences

· Receives continuous feedback and assessment 
· Give two weeks notice 

· Participate in exit interview/Dept. Evaluation 

· Write Thank You letter

· Update Portfolio and resume 

Job Coach

· Observes department work

· Identifies core skills/essential functions

· Develops job/ task analysis

· Confirms internship tasks with manager

· Teaches core skills to student

· Develops productivity enhancements / work aids
· Works with peer mentor to provide support

· Evaluates progress

· Layers additional skills

· Give feedback to student 

