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Dear Prospective Mentor,
  

The New York Harbor School invites your organization to join us as a partner in the first year of our Academic Internship Program for 12th graders.  The Harbor School is a small, public high school, currently located in Bushwick Brooklyn.  As a maritime themed school, we use our city’s ecology and economy as a primary medium for learning.   We aim to create an internship program that promotes the vision of stewardship and sustainability for the city.  At the same time however, we hope to offer internships that reflect the diversity of public and private sector employment available to educated and ambitious young people in New York City.

As a prospective internship site, we would ask your organization to accommodate one or more of our senior class students for a minimum of 8 hours per week of engaging work experience.  NYHS interns are already academically successful and eager to contribute.  Interns are to be “paid” in practical career skills and knowledge, in exchange for entry-level work and progressively advanced assignments unique to your workplace.  Ideal internships should be mutually beneficial and develop according to the specific interests of the intern and the needs of your organization.     

 

As Internship Coordinator, my role is to assure the best possible matches and provide continual support to the mentor in the process of creating and managing the internship experience.  Please read the attached overview of our school and upcoming internship program.  If the program seems appropriate and useful for your organization, please fill out the Intern Request form (page seven) and contact NYHS as soon as possible.  We thank you in advance for your initial investment of time and effort.  

 

All the Best,

Samuel Janis

Internship Coordinator      

sjanis2@nycboe.net

(917) 445-4784
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About the New York Harbor School

We are a maritime-theme based New York City public school.  We believe that that the water surrounding the island of Manhattan and its boroughs is an underutilized resource for students and is the perfect environment for learning. Our school embraces four educational principles: 1) The marine world provides an ideal forum for an education based on excellence, discipline and interdependence 2) Hands-on, inquiry-based learning in a natural environment stimulates curiosity, critical thinking, and vision all of which lead to improved academic performance 3) All students have the desire and intellect to reach their highest academic standards when given the right opportunities and clear expectations 4) small schools allow students a larger stake in decision making, as well as increased personal attention, alternative assessments, and easier access to the staff.  As a result, the New York Harbor School strives to create an environment more conducive to learning, graduation, and student success.

Our school is founded by The Urban Assembly, South Street Seaport Museum and Waterkeeper Alliance, New York Harbor School is a Brooklyn New Century High School, an initiative of New Visions for Public Schools, The Bill and Melinda Gates Foundation, The Carnegie Corporation of New York, The Open Society, the New York State Department of Education, the United Federation of Teachers, and the Council of Supervisors and Administrators.

Diversity is our strongest asset.  New York’s diversity arises directly from its geography as the port entrance to America, its doors are open to the world, and the world comes to New York to live freely and to share ideas, values, energy and resources. Together we become a people stronger because of our interdependence, tolerant of our differences, and enriched by our collective experiences.

We are fully committed to working with previously underserved students from Brooklyn.  Our students explore their connection to the New York Harbor by studying its history, its essence, and the relationship we have to the water that surrounds us. Moreover, by studying the water, we hope to foster inquiry of self, community and world

New York the City parallels New York the Harbor.  We are connected to each other by the nexus of the Atlantic Ocean, the Long Island Sound, the Hudson, Harlem, East, Raritan, Passaic, Bronx and Hackensack Rivers, and hundreds of smaller creeks, kills and streams.  Each of these water bodies is rich and unique in its own right, but like New Yorkers, they mix and swirl and collectively form something greater: New York Harbor, with 260 species of fish is the richest water body in the North Atlantic, and undoubtedly the most resilient. It is also one of the most active ports in the world, and again like New Yorkers, the Harbor is indomitable; no amount of abuse can crush its vitality, no degree of neglect can dampen its spirit. 
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Mission Statement

The New York Harbor School Internship Program seeks to place competent, well-prepared students in organizations where they will be treated as members of a team and consistently challenged with meaningful responsibilities.  We aim for every student to find an internship that is uniquely suited to his or her interests and skills.  The ideal internship is highly motivating and will foster career and character development for the student.  The Harbor School seeks a full array of internships reflective of the New York City economy, including but not restricted to those in maritime fields such as shipping and marine ecology.  All Harbor interns will take a concurrent academic seminar in macroeconomics and public policy.  Through this seminar, interns will investigate the intricacies of their organization, its current functions and historical background, including New York’s changing economy and ecology.

The Internship

Internship provides students with the opportunity to explore a particular career interest, develop important workplace competencies, apply academic knowledge, and grow in confidence and maturity. The NYHS Internship Program will be both an experiential learning apprenticeship and an intensive academic study.  Student-Interns will not only gain vital work experience contributing to career development, but simultaneously each student will be engaged in an independent, critical study of his or her organization within the larger social and economic contexts of New York City.  At their sites, students should be encouraged to think toward an applied learning project that attempts to synthesize knowledge gained in and around the workplace.  The mentor and co-workers should expect to support and allot time for the student’s independent study and field-based research, in addition to his or her day-to-day tasks and responsibilities.

The Internship Schedule

Internship will run from October through June with breaks for school vacations and testing periods. The students are required to work a minimum of 8 hours per week either on a full day schedule (9:00-5:00PM) or on a twice-weekly afternoon schedule (1:00-5:00PM). Individual students and their sites may be able to arrange for necessary variations.

The Role of the Mentor

The internship mentor trains the intern to fulfill the requirements of the job and provides orientation to the workplace and that particular career field. The mentor treats the intern as a member of the team and holds the intern to the same level of accountability as the other employees. The mentor ensures that the intern meets his/her primary responsibilities to the organization, and at the same time provides impetus for growth through innovative and challenging workplace tasks.  There should be on-going communication between the mentor and the intern to assess the intern’s individual progress, independent learning, and depth of study.  The mentor should show interest in and support the student’s academic seminar requirements, including his or her independent research and analysis (see below for seminar details).

The Role of the Intern

In exchange for mentoring, the student provides the business or organization with reliable service. The intern is expected to be prompt, to be at internship every day that he/she is scheduled, to inform the mentor in advance if he/she will be absent, to follow through on instructions, to show initiative, and to maintain a positive attitude. The intern is expected to use the internship as a learning experience, and to observe, ask questions, and complete extensive school assignments related to internship, such as co-worker interviews and site analyses.  Students can be expected to assimilate a wide range of new vocabulary and workplace norms.   Interns should be eager to take on new responsibilities as their knowledge and comfort level increases.  Some interns will develop and undertake an applied learning project in the second semester of their internship program.  

The Role of the Coordinator

The internship coordinator is the mentor’s contact person and liaison at the New York Harbor School.  The coordinator is available to field any questions and handle any problems that may arise during the course of the internship. The coordinator will initiate and maintain regular contact with the mentor by telephone and/or email.  At least two field visits will be made throughout the year by the coordinator as a means of observing and working alongside the intern in his or her day-to-day settings.  The site visits also allows the coordinator to confer with the mentor and the intern about the student's progress in fieldwork and seminar-related projects. The internship coordinator will be teaching the concurrent academic seminar back at school.  This means that the coordinator will have the unique role of facilitating the intern’s field research projects and encouraging good field notes and data collection.

The Internship Seminar

The internship seminar is a two-semester class based in economics and public policy.  The seminar will also function as the internship support center.  As a means of preparing students for rigorous field placements, September’s curriculum will be largely focused on job readiness skills, career options, and workplace norms.  Before interviews in early October, students will work in seminar to develop resumes, personal statements/cover letters, and a basic familiarity with the professional world.  Once internship begins, students will use seminar time to develop and exchange new perspectives and knowledge arising from their unique workplace experiences.  Each student intern will be required to keep an internship journal, conduct co-worker interviews, create a detailed organizational and economic analysis of their organization, and gather relevant data and artifacts for independent research.  Internship Seminar will also provide a space in which students discuss and examine everyday struggles and successes in the workplace.  

Seminar students will be asked to transcend their individual circumstances in order to make broad comparisons and system-wide observations.  In seminar, students will be equipped with readings and resources with which to develop a critical understanding of their organization’s internal structure and external context.  Students will learn to piece together economic, political, and social factors that contribute to the context in which a business, non-profit, or public institution has developed.   A basic microeconomics textbook will be used and students will be asked to apply textbook concepts to the examples gained through fieldwork.  For a detailed description of seminar curriculum, please request a curriculum outline for either economics or policy.  Primary units of study include:

· Career development and job skills: résumé writing, interview skills, time management, work ethic, etiquette, job responsibility, cooperation, communication, and conflict resolution

· Historical analysis of New York City, with a focus on waterfront development (1950-present)

· Introduction to Microeconomics, Introduction to Macroeconomics 

· Environmental policy and law on the local, federal, and international levels

· Internship-specific independent research and applied learning project
FREQUENTLY ASKED QUESTIONS 

About the NYHS Internship Program
1. ARE THE INTERNS PAID?

No, these are completely unpaid internships. The "cost" is the time and care the mentors expend in training and supervising their interns. The students receive high school credit for their work at the internship site.

2. WHAT KIND OF WORK CAN MY INTERN DO?

If you have never worked with an intern before, you may wonder what kinds of tasks are appropriate and what interns will be able to do. This will depend to a great extent on the individual intern’s experience, skills, interests, and personality. It will also depend on the amount of time and effort expended in training the intern. Most often, the intern’s tasks are much like that of an entry-level employee, and as the intern becomes acclimated to the job and to the work site, he/she should be given progressively more challenging tasks.  As the intern develops his or her applied learning project, he or she is expected to take on more independent duties and a self-directed role in the organization.  The internship coordinator will collaborate with the site mentor to address and clarify any problems regarding the nature and quality of the intern’s work.

3. WHAT SHOULD I DO IF PROBLEMS ARISE WITH MY INTERN?

Each student has an internship coordinator at school, and the primary role of the coordinator is to ensure that the intern is responsible, productive, and constantly learning/reflecting. We are here to support you and your intern throughout this experience, and communication is a very important factor in the success of an internship.

Please call the school to speak with your intern’s advisor immediately under the following circumstances:

*
Your intern is absent but hasn’t called to inform you.

*
The intern is repeatedly tardy or his/her attendance is erratic.

*
The intern has stopped attending internship altogether.

*
The intern displays unacceptable behavior, dress, or hygiene.

Please do not hesitate to call your intern’s advisor for support under these circumstances:

*
The intern doesn’t seem to understand or follow directions.

*
The intern doesn’t show initiative.

*
There is a change in the intern’s attitude and/or behavior.

*
The intern displays inappropriate behavior, dress, or hygiene.

4. COULD MY INTERN EVER COME TO WORK AT A NON-SCHEDULED TIME?

12th grade interns have a full academic and college advisement schedule while not out in the field.  Internship sites will have to accommodate preset student schedules, though some students may have the option to commit more time to internship sites during after school hours.

5. WHAT ABOUT INSURANCE AND LIABILITY?

Because internship is a school-sponsored activity, the New York City Board of Education is self-insured for any incidents that may occur outside school grounds.

THE INTERNSHIP INTERVIEW

As part of the internship program, we ask that all internship sites interview prospective interns. The interview provides an opportunity for both the student and the mentor to determine if the placement is appropriate or suitable.  Some sites may choose to conduct group interviews, in which 2-3 student interviewees may interview for one or more positions within an organization.  The group interview may be more appropriate for sites that choose to provide positions for two or more of our students.  Please feel free to use the following interview guidelines as a resource:

1. Give a brief overview of the internship to the student that includes:

· Description/purpose of the organization or department

· Intern duties and responsibilities at the site

· A typical day of internship 

2. Ask a few questions to acquaint yourself with the student and determine if he/she is suited for an internship position within your organization. For example:

· Tell me a little about yourself.

· Why are you interested in working here?

· What skills do you have that you could use in your work here?

· What are some of your hobbies and interests?

· Tell me about your previous work experience.

· What are you hoping to learn through this internship?

· What careers are you interested in?

Ask the student if he/she has any questions, and if time permits, show the student around the premises, particularly the potential area(s) in which he/she will be working.

Request for Interns

New York Harbor School Internship Program

Directions: Please provide detailed responses to the following prompts and questions.  Please type this information directly onto this document and email it as an attachment to sjanis2@nycboe.net The information will be included in an ongoing database to be used by students in deciding to which organizations they will apply.  Thanks very much.  We’re looking forward to establishing a lasting working relationship between your organization and our school!
	1. Name of Organization:
	

	2. Telephone: 
	

	3. Fax Number:
	

	4. Full Address:
	

	5. Closest Subway Stops:
	

	6. Name and title of prospective mentor:
	

	7. Email address of mentor:
	

	8. Number of interns requested: 
	

	9. Description of Organization:


	

	10. Qualifications required for this internship position:
	

	11.  Duties and responsibilities of intern: How might an intern progress from entry-level work to more advanced duties and possible projects?  Please be as detailed as possible as this response will help greatly in matching your site with the appropriate students.
	

	12. What would the student learn while working with your organization?
	

	13. Do you have any questions about our internship program?
	


The New York Harbor School

Internship Contract

For the Intern:

I will arrive on time to internship.  I will have my time card signed by my mentor every day.  I will go to internship every day that I am scheduled, except in the case of emergency or illness.  In case of an emergency or illness, I will speak to my internship coordinator AND call my internship mentor no later than 10 AM/2 PM.  If I am absent from school, I will call the internship coordinator AND my mentor by 9 AM to inform them.  I will make up any days or hours I miss at my internship.  I will dress appropriately (business attire or Harbor shirt) for work.  I will approach work with a good attitude.  I will conduct myself appropriately at all times.  I will communicate with the internship coordinator and my mentor about any problems or difficulties that I have at internship.  I will work hard to use this internship opportunity as a learning experience.

__________________________________

__________________________


Intern’s Signature                                                          
Date

For the Mentor:


I will ensure that the intern lives up to his/her responsibility to this organization, and at the same time I will provide the intern with valuable experiences from which to learn.  I will promptly inform my intern’s NYHS internship coordinator of any problems, including any absences, tardiness, and conduct or attitude issues.  I will support the intern to complete any academic work related to the internship.  I will only sign time cards with the accurate dates and times already filled in.

___________________________________

___________________________


Mentor’s Signature




Date

For the Internship Coordinator:

I will offer support to the intern, communicate regularly with the internship mentor, and mediate any problems or difficulties that may arise.  I will support the intern in successfully completing all of the requirements of the academic seminar.

___________________________________

___________________________


Coordinator’s Signature




Date
NEW YORK CITY DEPARTMENT OF EDUCATION,

THE 
NEW YORK HARBOR SCHOOL INTERNSHIP PROGRAM

Principal, Nathan Dudley (718) 381-7100

Coordinator, Samuel Janis (917) 445-4784

Weekly Internship Attendance Timecard and Progress Note

Name of Intern:_______________________________    Date:__________

Internship Site:__________________________   Mentor:____________________

	DAY 
	DATE
	TIME IN:
	TIME OUT:
	TOTAL TIME:
	MENTOR’S SIGNATURE

	MONDAY
	
	
	
	
	

	TUESDAY
	
	
	
	
	

	WEDNESDAY
	
	
	
	
	

	THURSDAY
	
	
	
	
	

	FRIDAY
	
	
	
	
	


*In the time columns please indicate if necessary:  ABS=absent, H=holiday, L=late

*All entries must be written in ink

	Please write a brief note describing any progress, challenges, struggles, or noteworthy events during this week’s work with your intern:




**Timecard must be handed in by student each week in order to receive credit**
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