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Bitney Internship Program  
 

Dear Prospective Internship Host: 
Bitney College Prep High School provides internship opportunities to 
students enrolled in the Bitney Internship Program (BIP). Certificated 
teachers and career professionals within the BIP closely coordinate with 
internship hosts, allowing student interns to gain experience and skills in a 
wide variety of career fields.  Students will be counseled in appropriate 
workplace behaviors, and instructed to complete practical and financial 
tasks. They will also be encouraged to think about personal career 
development as they develop the skills needed to succeed in the 21st 
century. 

By hosting an intern, you can inspire a future generation of leaders, and 
instill respect for the specific skills inherent to your craft. Students who 
participate in the internship program generate excitement for their future, and confidence in their ability to 
achieve college and career goals.  

Below are a few highlights regarding the Bitney Internship Program: 

• Internships typically last for a semester and students typically work for 4 to 12 hours per week. Hours 
are flexible and can be worked out to match host and student needs. 

• Students are usually in their junior or senior year in high school and have been prepared for this 
experience through their curriculum and work-based learning experiences 

• Professional teachers and career specialists will work with you to develop your internship plan 
• Bitney carefully matches students to employers   
• The Memorandum of Understanding (MOU) must be signed by the host employer and Bitney College 

Prep High School. 
 
If you would like to host a student intern, please submit the Internship Program Employer Application and MOU 
to our office.  

Thank you for your consideration in hosting an intern. 

Sincerely, 

 

Bitney Internship Program Coordinator 
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PART 1: EMPLOYER APPLICATION 
 

Name of Business:________________________________________________________________ 

Type of Business: _______________________________________________________ 

Address: _________________________________________________________________________ 

City:  _______________________________ ____ State: __________  Zip code: ___________ 

 

Worksite Location (address where the intern wil l  be placed if  different from the above) 

Address: __________________________________________________________________________ 

City:  ___________________________________   State: __________ Zip code: ____________ 

Please Note: Every host should have a contact person in charge of planning the internship 
and faci l i tat ing the dai ly  responsibi l i t ies of the intern. This may be the same as the worksite 
supervisor.  

 

Internship Contact:  ________________________________ Posit ion: ___________________ 

Cell  Phone: _________________Work Phone: _________________Fax: ____________________ 

Email :  ________________________________ Preferred Contact Method:  Phone  Email  

Worksite Supervisor:  _______________________________ Posit ion: ___________________ 

Cell  Phone:__________________ Work Phone: ________________Fax: ____________________ 

Email :  ________________________________ Preferred Contact Method:  Phone  Email  

 

Signature: ________________________________________________ Date: _________________ 
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PART 2: INTERNSHIP INFORMATION 
 

Title of Position:____________________________  # of positions available:_______________ 

Working hours:_____________________________  Hours per week needed (typ. 4-12):______ 

Requested start date (if applicable): ___________________ 

 

GOALS FOR YOUR INTERN: Please describe what you would want your intern to learn and get out of her or 
his experience: 

PLACEMENT INFORMATION: Please list the skills (i.e. Microsoft Excel) that are necessary for an intern to 
have a successful experience with your company (this is the first employment experience for many of our 
participants) 

DAY-TO-DAY TASKS: Please list the possible tasks and duties the intern will perform during her or his 
internship.  

SPECIAL PROJECTS: Special projects can enhance the learning that occurs through everyday tasks. Please 
list your ideas for special projects that your intern can complete. These should go beyond clerical/office work 
and help the intern build more sophisticated skills (i.e. researching, writing, or presenting) and/or learn about 
careers in your specific industry: 

ONGOING MONITORING AND EVALUATION: Please describe how often and how you will check in with 
and evaluate your intern: 

SCHEDULING REQUESTS: Please provide any additional information regarding scheduling requirements 
and/or shifts: 

ADDITIONAL INFORMATION: Please provide any additional information about the internship that you will 
offer to a BIP intern. Provide any additional relevant information that will help us match an intern for your 
worksite (use the additional paper as necessary): 
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PART 3: MEMORANDUM OF UNDERSTANDING PROCESS 
 
A “Memorandum of Understanding,” or MOU, is a formal agreement with Bitney College Prep 
High School that describes your business/program services in detail, and ensures your 
agency/business fulfills legal requirements that protect our students, your organization, and 
the district as a whole.  

Below are the steps that will facilitate a smooth process: 

!" #$%&'()(*)+(*,)),-+(.*/(%$0,1.2%*34*51.(06),1.718*9/35:*4$0*(,-+*6)2.(1)*;$2*
,0(*(10$''718"*

<" ='(,6(*&071)*!"#$$%&'(%)*+,$-*,1.*6781*,''*)+0((*/35>6"*
?" ='(,6(*%,7'*)+(*?*-$&7(6*)$@**

A7)1(;*B78+*C-+$$'D*!?E*F$(06-+G(*H0"**I0,66*J,''(;D*#K*LELME"***
 

Bitney’s process for approving and executing MOUs 
The high school director must approve all MOUs.  Bitney staff will handle this process. A hard 
copy of your fully executed MOU will be mailed or delivered to the address you provide in the 
Employer Application, internship contact. 

It is expected that every successful intern will leave the program with a letter of 
recommendation from their employer, and be able to use you as a reference for future job 
opportunities. 
 

 

Please contact the Bitney Internship Program Coordinator at: internshipcoordinator@bitneyprep.net if you have 
any questions or would like support with any of these documents.
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Bitney Internship Memorandum of Understanding 

 

BITNEY RESPONSIBILITIES 
Bitney will provide adequate staffing to oversee the Internship program.  Staff will prepare students to be ready 
for a work environment, assist with placement in appropriate internship locations so that the students are well 
matched for the job, create partnerships with local businesses, provide oversight and mediation in case of 
conflict, provide counseling for students on an as-needed basis, provide insurance coverage for the student, 
and take care of documentation for student transcripts and graduation requirements. 

STUDENT RESPONSIBILITIES 
Student agrees to treat the internship as a job.  This includes, but is not limited to: dressing and other 
appearance appropriately for the job, arriving at the agreed upon starting time and being consistently punctual, 
communicating with employer about scheduling and other issues, abiding by the no drugs/alcohol policy while 
on the job, exhibiting safe and appropriate behavior on the job, working to his/her best abilities and asking for 
assistance or training if not comfortable with a given task, taking responsibility for confronting employer if 
issues arise, having a positive attitude, and acting in a courteous and appropriate manner for the job. 

EMPLOYER RESPONSIBILITIES 
Employer agrees to train the intern for the particular tasks of the job.  While it is expected that all jobs have a 
certain degree of unskilled tasks such a sweeping or cleaning, stocking shelves, digging holes, etc., it is 
understood that these sorts of tasks will be limited, as the focus of the internship is training in a real-world 
environment and job experience.  The intern is not to be treated as free labor, and it is expected that the 
student will receive education and real-life experience in trade for volunteering their time.  Employer agrees to 
communicate regularly with the intern, and give regular feedback to help the intern grow and improve in their 
assigned role on the job.  Employer agrees to fill out monthly evaluation forms and communicate with the 
Bitney Internship Coordinator about the student.  Employer will abide by the “non-discrimination policy” (see 
below) and It is understood that the student will not be involved in any tasks that endanger his or her health or 
well-being, and that said employer will abide by all pertinent labor laws, CAL/OSHA requirements, etc.  

NON DISCRIMINATION POLICY 
Bitney College Prop High School programs, activities, and practices shall be free from unlawful discrimination, 
harassment, intimidation, and bullying of any pupil based on the pupil's actual race, color, ancestry, national 
origin, ethnic group identification, age, religion, marital or parental status, physical or mental disability, sex, 
sexual orientation, gender, gender identity, or gender expression; the perception of one or more of such 
characteristics; or association with a person or group with one or more of these actual or perceived 
characteristics.  This policy applies to all acts related to school activity or school attendance occurring within a 
school under the jurisdiction of the superintendent of the school district (Education Code 234.1).  
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Bitney Internship MOU: SIGNATURE PAGE 
Three (3) copies required. 

 

 

_________________________________________________ 

Name of Bitney Internship Coordinator (please print) 

 

__________________________________________________  ___________________ 

Signature of Bitney Internship Coordinator     Date 

 

________________________________________________________________________________ 

Name of employer supervisor and business name (please print) 

 

__________________________________________________  ____________________ 

Signature of employer       Date 

 

__________________________________________________ 

Name of student (please print) 

 

__________________________________________________  ____________________ 

Signature of Student       Date 
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BITNEY INTERNSHIP FAQS 
 

1. Will I have to put the intern on my books? 
No – the intern expects no payment, and will be covered by the school’s insurance policy, so 
it will not be necessary to change your employment records. 

2. What happens if the intern doesn’t work out? 
All of the internship placements will be supervised by a certificated teacher and our career 
coach.  If for any reason you are dissatisfied with the intern (personality issues, lack of 
commitment, tardiness, attitude), you will be able to contact us at Bitney and we will work to 
resolve the situation.  You will not be stuck with someone who is not working out for you. 

3. Am I expected to train the intern? 
Yes.  An intern is not an employee, paid to do whatever you tell them to do.  They are 
working for you in exchange for something much more valuable than money – knowledge.  
Skill.  Understanding.  It is a two-way relationship – you get a young person ready to learn, 
and they get an experienced mentor, ready to teach. 

4. How long will the internship last? 
School semesters are about 18 weeks.  Considering a little time to get things set up, first 
internships may last about 15 weeks.  If the internship works well, and both parties repeat 
it, it could go on for a full school year and might continue into the summer, if desired. 

5. How many hours should I plan for? 
Most students will intern from 4-12 hours a week with you. 

6. When will the intern arrive? 
Usually after school (either around 2:30 or around 3:30), but some students have early 
dismissal and could begin internships around noon.  In some cases, students may do work 
on the weekend. 

Students are responsible for transportation to their worksite. 
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Some of Our Partners 

 

! AJA Video, 

! Brunswick Veterinary Clinic 

!  Burst Technologies 

! Four Paws Animal Clinic 

! Nugget Auto Body 

! Synthetic Unlimited Theater Company 

! TJ’s Auto Spa 

! Upstream Design 

! Martin Webb (Sun Power Solar) 

! Sierra Streams Institute 

! KVMR, Upstream Design 

! Four Paws Animal Clinic 

! NCTV 

! Summer Thyme’s Bakery 

! Nevada City Film Festival 
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Internship Supervisor Evaluation Form 
Please return this directly to Internship/Work Experience Coordinator 

 
Student’s Name:  _____________________________ Employer: ____________________________________ 

Supervisor’s Name:  ___________________________Supervisor’s Title: ______________________________ 

Please check the box that best describes your assessment of the student’s performance in the various aspects 
of Work Experience. 

Courtesy  
Very Polite & Well 
Mannered 

 Reasonably Polite  Impolite 

Punctuality  Arrives on time  Acceptable  Always Late 

Cooperation  
Creates a pleasing 
impression 

 Acceptable  
Difficult to work 
with 

Reaction to Criticism  Reacts positively  Doesn’t seem to care  Dislikes criticism 

Neatness in work and 
appearance 

 
Careful with work 
and appearance 

 Usually Neat & Clean  
Careless at work & 
untidy 

Perseverance  Persistent  Acceptable  Give up easily 

Work Attitude  Eager interest  Normal interest  Appears indifferent 

Initiative  
Seeks Additional 
work 

 
Waits to be told what to 
do 

 Lacking 

Ability to Communicate  
Easily able to use 
language skills 

 
Has some trouble 
articulating their 
thoughts 

 
Lacking in their 
thoughts into words 

Ability to Comprehend 
Instructions 

 Quick to understand  Reasonably good  
Slow to 
comprehend 

Capacity to develop  Promising  Average  Not very promising 

(continued next page ") 
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Additional Comments if Applicable: 

____________________________________________________________________________________ 

Supervisor’s Name: 
____________________________________________________________________________________ 

 

Supervisor’s Signature: _____________________________________ Date:_______________________  
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Minor Authorization form 

Copy–Local Education Agency; Employer or Agency of Placement; Parent or Legal Guardian 

STATE OF CALIFORNIA DEPARTMENT OF EDUCATION 
REQUEST FOR VOLUNTEER/UNPAID TRAINEE AUTHORIZATION FOR MINOR 
CDE Form B1-6 (Rev. 04-12) 
 

 
(Print Information) 
 

Minor’s Information 

     
Minor’s Name (First and Last)  Home Phone  Birth Date 

     
Home Address  City  Zip Code 

 
Local Education Agency Information 

   
LEA Name  LEA Phone 

     
LEA Address  City  Zip Code 

List educational program for this placement:  
 

To be filled in by employer or agency of placement. 
   

Business or Agency of Placement Name  Business Phone 

     
Business Address  City  Zip Code 

Minor’s services during volunteer/unpaid training:  

 

 

     
Employer’s Name (Print First and Last)  Employer’s Signature  Date 

 
To be signed by parent or legal guardian. 

 
As the parent or guardian, I hereby grant permission to the above minor to volunteer or be placed for unpaid training. 

I hereby certify that, to the best of my knowledge, the information herein is correct and true. 

     
Parent/Guardian’s Name (Print First and Last)  Parent/Guardian’s Signature  Date 

 
Certification 

 
In compliance with California Education Code 51769, subject to certain exceptions, during the educational unpaid training 
placement, the LEA is responsible for providing worker’s compensation insurance covering that minor. 
 
I hereby certify that, to the best of my knowledge, the information herein is correct and true. 

     
Authorizing Personnel’s Name and Title (Print)  Authorizing Personnel’s Signature  Date 
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