MAGNET AND SIGNATURE INTERNSHIP
OPPORTUNITY PORTAL

Magnet and
Signature Internship
Portal

STUDENT AND PARENT INFORMATION GUIDE

PORTAL WEB ADDRESS:
http://aacpsstudentinternships.orq/

USERNAME:
PASSWORD:

Parent s, you must use your s
password to login if you wouldlike to view the web portal.
You will not be given separate access due to student data

security.
Using the Magnet and Signature Internship Opportunity Portal

VALUES, VISION AND MISSION

The mission of the Magnet Internship Program is to provide high school students with a focused and challenging
internship experience, to expose them to different professional options and to immerse them in a rich working
environment. Magnet internships are based on the research of mutual-benefit partnerships and the intern should be
producing a product or service that can be documented as a result of their experience. Your Magnet internship is a
great opportunity This is what sets students apart on college applications, what shows them possible careers, what
gets them scholarships, and what gives them networking connections that can be lifelong with prominent persons.
Your internship is not meant to be a miniature version of your future career. It is intended to immerse you in a rich
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experience, one in which you have general interest. It can provide you with skills and abilities that are transferrable
across disciplines.

CONTACT INFORMATION
Please keep this information handy and please ask questions as early as possible in the process. Please be courteous
and professional in your communications!!

Please keep this information handy and please ask questions as early as possible in the process. We are here to
support you!! Contact us anytime. An internship facilitator will maintain contact with the business, the intern,
the school system and the parents throughout this internship experience. They will conduct phone calls and site
visits to ensure that the internship is a mutually beneficial experience. Please contact the internship facilitator at
the very first sign of any difficulty with the internship experience.

Internship Office Liaison — Tammy Diedrich, tdiedrich@aacps.org, 410 266-3185

GRADING

STEM internships are graded internships and follow the AACPS internship program guidelines. Students earn either
an Sor a U related to this 1.0 credit internship. In order to fulfill the requirements to earn a STEM diploma, you must
earn a satisfactory (S) grade on the internship. Students must work a minimum of 135 hours

Negative issues related to any of the following: attendance, performance, attitude, dress, technology use, etc. may
jeopardize a student earning a satisfactory (S) grade for their internship.

TRANSPORTATION

Transportation is NOT provided by AACPS, the STEM Program, the mentor, the business or organization hosting the
internship or any other associated entity. Students can utilize their own transportation, that arranged by
parents/guardians, public transportation or other avenues.

PROFESSIONALISM AND ETHICS

ALL COMMUNICATION TO MENTORS AND OTHERS SHOULD BE VERY PROFESSIONAL AND
COURTEOUS IN NATURE. Interns should comply with the standards related to workplace behavior, dress and
other office policies as well. Interns should behave ethically and responsibly in their internship at all times.

As an intern you are representing not only yourselves but also your school, the STEM program and the Anne Arundel
County Public School District. You should maintain professionalism at all times.

Creating Your Account

1. Go to the web address http://aacpsstudentinternships.org/ 2. Click
on Create Account in the box on the right side of the page.

Email Address

Password Forgot Password?

Create Account

3. Fill'in your Login GAGGLE.NET email address and choose a login password. Example:
steml12kgillmeister@gagagle.net. Write your login information down and keep it in a safe place.

4. Select STUDENT.
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5. Click Create Account.

Creating Your Profile

Once you have created an account you will be taken to the STUDENT profile page. Complete all areas of the profile.
The following information is needed to create your profile. O  Email: Please use your gaggle.net email address
Student ID

First Name

Middle Name

Last Name

Gender (optional)

Ethnicity (optional)

Graduation Year

School Attending

Magnet or Signature Program

Preferred Internship Focus Areas (select more focus areas or areas of interest to see more internships
appear)

Second Contact Email: An additional email where communications will be sent

Phone ContactsThe following phone numbers will be used by administrators to get in contact with a
student.

Home Phone

Cell Phone

Parent/Guardian Phone 1

Parent/Guardian Phone 2

Student Phot® This must be a standard professici@bking headshot.

Resumé Please upload a professional resume. You can find examples of resumes under the Resources M
at the top of the page. Upload your resume in a .pdf or .doc format.

Internship Agreemetit The internship agreement must be scanned and uploaded into yfile pnothis

site. A hard copy is not sufficient for documentation. The internship agreement must be completed BEFOF
you can begin your internship.

Do Do oo Do o B»  PoDe Do Do o Do Do o Do Do I Do

You can update your profile at any time by clicking Update Your Profile in the upper right corner

Browsing Opportunities

You can view opportunities that match the areas of interest that you selected when setting up your profile by
clicking on Browsing Opportunities on your home page
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Filter Results by your Focus Areas: [Or Select All]
Business X || Communication/Media X | | Community Development X || Computer Science X || Earth/Space Science X || Economics X
Education/Higher Education X || Engineering X | | Entrepreneurship X || Enviornment X | | Government/Public Policy X || Graphic Arts X
Healthcare X || Homeland Security X || Hospitality X | | Information Technology X | | International Studies X | | Law/Public Service X || Life Science X
Mathematics X | | Performing Arts X | | Physical Science X | | Political Science X | | Science Research X | | Technology X | | Tourism X | | Transportation X

Visual Arts X | | World Language X

Title Business Applicants  Registration Close Start Date

Environmental Horticulture Arlington Echo Environmental and - 01/30/2015 09/02/2014
Outdoor Education Center

The first column contains the title of the opportunity. If you click on the title you will see the company offering the

internship, the location, hours, work schedule, application dates, and employment dates (dates of the internship).
Please note that the schedule is often very flexible. Schedules can be worked out directly with the internship mentor.

The second column contains the name of the business If you click on the name of the business you will see the
profile of that business. This profile provides you the name of the company, primary contact as well as additional
information about the company itself. You may want to read the company profile before applying to determine if its
location and business type fit your needs.

The third column is the current number of applicants for the opportunity.
The fourth column is apply by and indicates the date the internship applications will be accepted until.

The fifth column is start date and indicates the date the internship is expected to start. Again, this is usually flexible
and is at the discretion of the mentor.

Outside Internship Opportunities

If you are interested in a specific field or internship that you do not see on the web portal, please contact your
Internship facilitator and the AACPS MAGNET Office will work with our network of professionals to locate a
mentor in your interest area.

If you are working to secure an outside internship through your own personal contacts or a nationally or
regionally competitive process it must still be approved and managed through the internship web portal.

If you are requesting an outside internship, you must complete the Internship Opportunity Request Form which
can be found on the web portal under the resources tab. The opportunity you located will be reviewed by the
Internship Office to ensure it meets the criteria of qualifying for a Magnet Internship.

STEM Internship Opportunity Criteria

A Qualified Magnet Mentor (A st udent's parent or close relative

A Duties are Magnet-focused in nature and encompass the required 135 hours

A A product or service is being provided by the mentor and also being produced by the student O Authentic,
immersive Magnet appropriate experience.

A Intern is learning one or more new skills or advancing one or more current skills to higher levels

The following must be completed before the stu _dent begins an internship

A The Internship Opportunity Request Forris completed and returned to the Internship Facilitator
A The internship is reviewed and approved by the Internship office
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A The internship business site is approved by an Internship Facilitator
A Student completes the Internship Portal application process

Before Beginning the Internship Application Process

1. GUIDE SIGN-OFF - The student and parent/guardian must sign off on the Magnet and Signature Internship

Opportunity Portal Student & Parent Guide (attached to this document). This must occur BEFORE the student can
apply for an internship.

2. STUDENT AND PARENT AGREEMENT - The student and the parent guardian must sign the Internship
Agreement. This form can be obtained from the internship facilitator and is also posted on the Internship Portal
Website under the Resources Menu choice (at the top of the screen). The signed agreement must then be uploaded to
the student’s profile. This must occur BEFORE the student can apply for an internship.

Applying for Opportunities
Once you have viewed the opportunity and decided you would like to apply. Scroll to the bottom of the opportunity
description and click on the box that says Apply for this Opportunity.

Echo Environmental and Outdoor Education Center

nvironmental Horticulture

ian Landing Road Millersville MD, 21108
One 135-hour twelve-wesk fall or spring internship (10 hours/wk)

Important Dates:
Required Skills:

Short Description:

Description of Opportunity:

Apply To This Opportunity

A popup box will appear:

Please use this space below to include a cover letter, or 4 message to the company in addition to the information you provided on your profile and your resume.

B I U &= = I1=E &= /=

Use this space to include a cover letteRlease prepare your cover letter using Word. This allows you to use spell
check and other formatting tools. Once your letter is complete, cut and paste into this space.
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A cover letter is a required part of your application. For cover letter examples, please click on the resources link at
the top of the page. Please review these before submitting a cover letter.

Once you click submit your application is passed to theompany immediately. Please make sure your
application is professional and complete before you click submit.

NOTE: Please do not apply to internships you do not intend to accept if offered. Please consider your interest level,
transportation and other factors BEFORE applying for an internship. Please do not apply to internships for which
you cannot arrange transportation or for which you have very little interes.

Managing Your Applications

Most internships are competitive opportunities secured for AAPCS students through the central office relationships
with community businesses and organizations. Remember you are competing against other students in AACPS for
this internship. You may or may not be offered a particular internship depending on whether or not you are best
candidate.

Application History
Check the status of your applications on a regular basis by logging into the portal and clicking Application
History in the top menu.

@/\N N [ - 7 Fake Student 2014 m
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Active Applications

Title Status Application Date Last Updated
STEM TEST OPPORTUNITY - OLD MILL HIGH SCHOOL Offered 12/29/2014 01/08/2015
Electrical Engineering Intern Rescinded 10/24/2014 10/24/2014

If you click on the Title you will see the cover letter you submitted for that opportunity as well as the status of that
application.

Application Status

i Newz4EA AOOET AOO EO OAOEAxET ¢ OOOAAT 6860 ADDI EAAOQEI
U Interview Scheduled z The business contacts the student via email or cell phone to schedule an interview

U Rescindedz The student chose to remove their application

U Offered z Student is notified they have leen offered the position. Student should log into the portal and

accept or decline. Go tépplication History in the top menu. Click on the business name that offered the
position.
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—urrent Action

Accept Position Decline Position

Please click below 1o confirm your choice ick 1o decline this internship po:

Acceptedz Please communicate with the business regarding theix@ectations for schedule and dress.
Declined — The business has declined your application.

When you click on Acceptor Declinea popup box will appear for you to send a note to the business. This should be a
note thanking them for their time and consideration. If you are declining include your reason for declining or provide
information on your scheduling and contact information if you are accepting.

Please make sure all communication is professional and always include your contact information when
responding to mentor emails/communicationsRespond to mentor requests in a timely manner

A red number next to the gear will then appear on your homepage to let you know that you have an alert

1
¢ aacps

IMPORTANT NOTE: Once you accept an internship offer, all other applications for that time period will be
rescinded automatically. You cannot accept more than one internship occurring at the SAME TIME.

Managing Your Internship and Documentation Requirements

An internship facilitator will maintain contact with the business, the intern, the school system and the parents
throughout the internship experience. They will maintain communications and site visits to ensure that the internship
is a mutually beneficial experience. Please contact the internship facilitator at the very first sign of any difficulty
with the internship experience.

The student must COMPLETE the applicaion process through the Magnet and Signature Internship
Opportunity Portal.

Once the application process is complete the internship will appear under their My Jobslink (in the top menu bar)
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DURING YOUR INTERNSHIP:

Log Hours

Log the number of hours you work in order to receive credit Some internships have flexible hours and others will
expect you to be available based on the schedule they provide or during business working hours in the summer
months. The hours per day, days of the week, etc. are negotiable between the intern and the mentor. The 135 hour
total hours requirement is a firm number and is not flexible.

After you click on My Jobs, you will see the job you accepted. In the second column it says Log Hours. Click on the
Log Hours link under that column. Click on the calendar or enter the start date, then click on the calendar or enter the
end date. You can do this daily or weekly. Put the number of hours for that week in the box next to the word Hours,
then click Save. The hours will now appear in the list below.

YOUR JOBS

STEM TEST OPPORTUNITY - SOUTH Log Hours

RIVER HIGH SCHOOL
Start Date End Date Hours

Log Hours " &
Daily Activity Log
Reflection Questions m
Final Project
Final Summary Logged Hours
Start End Total Accepted

06/06/2014 06/06/2014 3 Yes

Activity Log

Click on the Daily Activity Log link. Type in the date and the activities you did that day. Then click on the box that
says Submit Activity Log Entry. This will automatically save what you have written with a time/date stamp of the
entry.

Students must complete a DAILY activity log as a requirement of their internship. This should take 3-5 minutes per
day and be at least 3-5 sentences.
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YOUR JOBS

stemTesTopporTUNTY-soutH  Write Da“y ACtiVity Log

RIVER HIGH SCHOOL

Log Hours
Daily Activity Log B I U = === =
Reflection Questions ©

Final Project

Final Summary
Submit Activity Log Entry

Log Entries

Date Text

12/11/2014 11/11/2014-12/11/2014 worked with another student.

Sample Daily Activity Log: 8/2/2011 4:52:30 PM - Today | was able to draw multiple views of my design, and |
think | have it worked out. 1 also finished compiling the majority of my report. Tomorrow | will finalize sketches
and call Dr. May who is a scientist working on the ATS system in New York. Hopefully after talking with him 1 will
be able to turn in my final proposal by Thursday. The Monday of my return | do not know what will need to be done,
but perhaps | will be able to gain access to CAD software to create decent models of my design and scale it more
precisely. Though I was briefly worried that | would not stay on track, I have kept up with my schedule without
sacrificing quality.

Reflection Questions

Click on the Reflection Questions link. Complete the reflection question(s) posted for every 20 approved hours.

These questions should be answered in approximately one short paragraph. Sample questions include: Please

describe the new skills you are learning in this internship. How can these skills be applied in other STEM careers’
Why are theseskills important?

YOUR JOBS

sremTestopportuny-south - Reflection Questions

RIVER HIGH SCHOOL
1. Please describe 2-3 new skills you are learning in this internship. How can these skills be applied in STEM careers?

are these skills important?

How can they be applied in other fields? Why
Log Hours

BT Un === ==

Daily Activity Log
Reflection Questions
Final Project

Final Summary

Submit Reflection

Evaluation 1

Your mentor will complete at least one evaluation by the midpoint of your internship and provide you with
constructive feedback about the experience to that point. Your mentor can complete additional evaluations at their
discretion.
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AFTER YOUR INTERNSHIP:

Final Project

Students must upload a final product to their profile. This final product should be collaboratively decided upon
by the mentor and the intern — minimally every student will produce a short white paper or PowerPoint
presentation worthy of sharing with student peers. Many students will produce other variations of a product
such as computer software, design plans, analyzed research data, research papers and other similar artifacts

YOUR JOBS

STEM TEST OPPORTUNITY - SOUTH Final Project

RIVER HIGH SCHOOL
Please upload your final project

Log Hours

Daily Activity Log

Reflection Questions Submit Final Summary
Final Project
Final Report

The final reflection is a text box. It is to be completed within 1 week of the conclusion of your internship.
Please complete this text box as a polished final reflection and summary of your internship. This is what we
will share with your internship mentor and the community about your experience. Please include a few
highlights of your experience, what you have learned from this experience, and how this experience will help
you in your future academic studies and career. This may be very similar to something you may want to use for
a college application essay. This should be approximately 250 words.

YOUR JOBS

STEM TEST OPPORTUNITY - SOUTH Final Summary

RIVER HIGH SCHOOL

B U= m=as ==

Evaluation 2

Your mentor will complete an intern evaluation at the conclusion of your internship and provide you with
feedback. Your mentor can complete additional evaluations at their discretion.
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STEM Internship Process Timeline

STEM Internships are completed in the:
A Late Spring of Junior Year (if schedule and transportation permit)
A Summer between Junior and Senior year
A Fall of Senior Year
ALL DOCUMENTATION FOR INTERNSHIPS IS DUE AT THE END OF SEMESTER 1 SENIOR YEAR

JUNIOR YEAR

October

Family Night for Parents. Information packet distributed.

Internship Student/Parent Agreements are distributed at Internship Family Night

Internship Student/Parent Agreements collected and returned to the STEM Office at each school

November

First draft resumes

Resume feedback

Final draft of resume uploaded to student drive

December

Internship Portal Profile Building Day

Internship Facilitators work with groups of 20-25 students in the computer lab at the school January

Begin turning in Outside Internship Opportunity Forms to the STEM office or Salamy/Diedrich mailbox in main
office

March

STEM Internship Portal Application Assembly during Nest Hour for all juniors. Review the application process
Portal open for juniors to begin applying to internships

NEW INTERNSHIPS ARE POSTED REGULARLY AS THEY BECOME AVAILABLE - JUNIORS SHOULD
CHECK THE PORTAL EACH DAY AND APPLY TO NEW OPPORTUNITIES OF INTEREST.

ALL OPPORTUNITES HAVE AN APPLICATION DEADLINE DATE. STUDENTS SHOULD BE AWARE OF
THESE DATES AS THEY CHECK FOR NEW OPPORTUNITIES

March —May

Students apply to summer and fall internships and receive internship offers.

End of May/beginning of June

STEM Documentation Requirements Assembly during Nest Hour

Outside Internship Opportunity Forms must be turned in and approved before students makegin internship

SENIOR YEAR

Internships grades are received during the fall semester of senior year. Internships are scheduled as a 1.0 credit class
in the fall semester of senior year.

For marking period 1 interims, any student who is not halfway completed with their internship, parents will be
contacted.

For marking period 1 grades, any student who is not halfway completed with their internship will receive a U on their
report card for their marking period 1 grade.

For marking period 2 interims, any student who is not halfway completed with their internship, parents will be
contacted.

For marking period 2 grades, any student who is not 100% completed with the internship will receive a U for their
internship.

NO DOCUMENTATION WILL BE ACCEPTED AFTER THIS TIME.
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STEM Internship Checklist

Before the Internship
Attend Internship Information Night

Student/Parent Agreement complete and returned to the Internship Facilitator

First draft of resume submitted
Final draft of resume uploaded to student drive
Profile created on portal
Portal Guide Sign -off complete and returned to the Internship Facilitator
Attend Internship Application Assembly
Check the portal daily and apply to internships of interest
Outside Opportunity Form completed and submitted to STEM office if seeking an outside opportunity
Check email daily and respond to mentor requests
Complete the application process on the portal

Attend the Internship Documentation assembly

During the Internship
Log hours daily
Attend the internship according to the negotiated schedule
Complete daily activity logs

Answer reflection questions. These will be posted for every 20 approved hours

After the Internship
Upload the final project/product to the portal

Complete the final report

Write a thank you note to your mentor

PN
ANNE
ARUNDEL

Page 12



MAGNET AND SIGNATURE INTERNSHIP OPPORTUNITY PORTAL

STUDENT AND PARENT INFORMATION GUIDE SIGN -OFF SHEET

STUDENTS:

| have read and understand everything presented on all pages in this information guide. |
understand all requirements of the Magnet Internship Program and know how to use the
Magnet and Signature Internship Opportunity Portal.

Please place an X in the following circles to indicate these items are completed.

A 1 have completed my Internship Portal profile.

A 1 have uploaded my resume to this profile.

A 1 have received training on the Internship Portal and understand how to find
opportunities, apply for opportunities, accept opportunities and monitor and document
opportunities.

A 1 understand the documentation requirements for the Internship.

A My department chair is:

A My internship facilitator is:

STUDENT SIGNATURE DATE
PRINT STUDENT NAME:

PARENTS:

| have read and understand everything presented in this information guide. | understand all
requirements of the Internship Program and know how to use the Magnet and Signature
Internship Opportunity Portal. My student has completed all of the above requirements in
this sign-off sheet.

PARENT/GUARDIAN SIGNATURE DATE
PRINT PARENT/GUARDIAN NAME:

THIS SIGN-OFF SHEET MUST BE RETURNED TO YOUR STEM DC
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