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EXECUTIVE
SUMMARY

Owner / CEO Company

This guide was developed in support of educators like you as you guide young
scholars into future career pathways. The workforce landscape is changing, and our
students must have the necessary tools to be successful no matter their career path.

Research has proven internships are effective in helping individuals gain experience
and insight into perspective careers. This guide lives at the intersection of a
committed partnership between a GO Virginia grant, Virginia Career Works -
Piedmont Region, employers, educators, and students. 

We encourage you to adapt and adjust this guide to fit the needs of you and your
students. Additionally, we invite you and your students to take advantage of our
other tools available on our website to support their career goals as they begin to
enter the workforce. 

http://vcwpiedmont.com/


WHAT ARE
INTERNSHIPS?
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The National Association of Colleges and Employers (NACE) defines internships
as:

“a form of experiential learning that integrates knowledge and theory learned in the
classroom with practical application and skills development in a professional setting.
Internships give students the opportunity to gain valuable applied experience and make
connections in professional fields they are considering for career paths; and give
employers the opportunity to guide and evaluate talent.” 

During this learning experience, the intern's development and career interests
are supported through intentional goal setting. 



EXPLAINING BENEFITS OF
INTERNSHIP TO STUDENT

Employers Students

Create a pipeline of trained talent for
future recruitment.

Learn about different 
career paths of interest.

Build a network with schools and
career centers for future employee

references.

Invaluable networking opportunities
that support future employment.

Nurture the local workforce and
community to develop next

generation of skilled workers in field.

Gain valuable experience and
exposure to specific fields.

Assess and develop talent for 
long-term retention.

Develop skills necessary for 
success in careers.

Benefit from fresh perspectives and
new ideas.

Earn income/credit while 
pursuing career goals.
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VCW - PIEDMONT'S
EXPERIENTIAL LEARNING
VCW - Piedmont has identified core elements that support student success in experiential
learning. The “Five E’s” framework aligns with our region’s workforce needs and draws from
both the Kolb Learning Cycle and 4-H’s Experiential Learning Model. At this intersection lies
the foundation for helping students in Virginia’s Piedmont Region explore and develop
meaningful career paths.

Engage

ENGAGE EMPOWER

ENCOURAGE

EDUCATE

EXECUTE

students in their
experiences by investing

into their interests. 

students of the various
opportunities they can

explore.

 students during
successes and

challenges.

 students to take charge
of their career journey. 

plans and courses of
actions for progress

towards career
success.
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LIFE SKILLS 
MODEL 
Targeting Life Skills Model 
The Targeting Life Skills Model developed by Patricia Hendricks (1998) of the Iowa 4-H
supports positive growth and development of youth. VCW-Piedmont supports utilizing this
model to influence holistic career pathway building. The soft skills are valuable to success in
an internship. Employers look for these skill sets when assessing candidates. 
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UNDERSTAND THE 
INTERNSHIP PROCESS 
Know what to expect
Having a thoughtful hiring process will help interns not only gain skills for future job
processes, but also learn what to expect when starting their career journey.

Experience (During)  

Pre-Assessment

Post-Assessment 
Evaluation with Employer/Supervisor
Reflection with School
Career Journey Next Steps

Career Interests Survey 
Resume and/or Cover Letter
Attending Career Fairs  
In-Person or Virtual Interview
Work Sample (if applicable) 

Orientation 
Work on Projects 
Apply Knowledge to Work 
Ongoing Feedback and Check-ins 



Connect tasks and competencies to workforce application 
Students engage with a variety of tasks and competencies in the classroom. Helping students
understand how these items will be applicable in the workforce is essential. Some examples of
classroom competencies are crafting a professional email or reading measurements on a ruler or
learning how to monitor blood pressure. Before students engage in an internship, it is important to
identify the necessary basic skills they may need to be successful. 
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CONNECT 
SCHOLAR TO SKILLS

Skills
Competencies

Training

Curricula



Prepare Your Students for Internship Process
Obtaining an internship is a process similar to obtaining a job. Students should be
prepared to complete an application, prepare for interviews, provide identification,
submit transcripts, and/or obtain references from teachers or mentors.
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PREPARE
INTERNS

Tasks interns may be asked to prepare: Things interns should receive upon hire:

Fill out an application. Technology

Write a resume and/or a cover letter. ID/Badges

Submit transcripts or waivers. Parking

Get a physical examination (if applicable). Tour of workspace

Research the industry. Materials and equipment needed

Build a professional online presence. HR paperwork

Clarify goals & expectations Safety & emergency protocols

Ask for references from a teacher or
mentor Other company-related processes



Check In and Check Out 
As we've learned in youth development, students want to feel supported and safe.
Supporting students during their internship experiences will blossom confidence in
both personal and professional growth. 
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SUPPORT
INTERNS

Allow students to
share their successes

and challenges

Provide feedback 
to maximize 

internship
experience 

Ask students about
projects they've

worked on? 

Invite students to share
their experiences with

prospective interns

Inquire if students have
needs to support their

success

Review goals and
progress set prior
to the internship 



Reflect on the Experience 
Help your students journal on their experience. Identifying the successes and
challenges of the internship will support students' career exploration journey. This
exercise puts into perspective their experience and can ignite future opportunities.
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REFLECT ON 
INTERNSHIP EXPERIENCE

Potential Questions to consider in reflection: 
Did you meet your goals you set prior to the internship? Why or why not? 
What were some successful moments during your internship? 
Were you challenged during your internship? 
Did this opportunity give you enough insight to this potential career option? 
What would you do differently next time? 
What are the next steps you will take in pursuing career interests?  

Take more classes in career interest field
Enroll in a training program 
Apply for another internship or entry level position 
Explore other opportunities 



Virginia Career Works - Piedmont Career Pathways Guide
www.vcwpiedmont.com/employers/career-pathways-guide/

Virginia Talent + Opportunity Partnership (VTOP) Employers Resource
www.virginiatop.org/employers

National Association of Colleges and Employers (NACE) Position Statement: US
Internships

www.naceweb.org/about-us/advocacy/position-statements/position-statement-
us-internships/

US Department of Labor Wage and Hour Division Fact Sheet #71: Internship
Programs Under the Fair Labor Standards Act 

www.dol.gov/agencies/whd/fact-sheets/71-flsa-internships

Virginia Department of Education Career and Technical Education High-Quality
Work-Based Learning Guide, Revised April 2022

https://www.doe.virginia.gov/teaching-learning-assessment/k-12-standards-
instruction/career-and-technical-education-cte/hqwbl

4-H Impact: Targeting Life Skills Model 
https://extension.purdue.edu/4-H/about/impact-targeting-life-skills.html
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ADDITIONAL 
RESOURCES

https://vcwpiedmont.com/employers/career-pathways-guide/
https://virginiatop.org/employers
https://www.naceweb.org/about-us/advocacy/position-statements/position-statement-us-internships/
https://www.naceweb.org/about-us/advocacy/position-statements/position-statement-us-internships/
https://www.naceweb.org/about-us/advocacy/position-statements/position-statement-us-internships/
https://www.naceweb.org/about-us/advocacy/position-statements/position-statement-us-internships/
https://www.dol.gov/agencies/whd/fact-sheets/71-flsa-internships
https://www.dol.gov/agencies/whd/fact-sheets/71-flsa-internships
https://www.dol.gov/agencies/whd/fact-sheets/71-flsa-internships
https://www.doe.virginia.gov/teaching-learning-assessment/k-12-standards-instruction/career-and-technical-education-cte/hqwbl
https://www.doe.virginia.gov/teaching-learning-assessment/k-12-standards-instruction/career-and-technical-education-cte/hqwbl
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APPENDICES
SAMPLE MATERIALS
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APPENDIX I 
CAREER INTEREST SURVEY
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APPENDIX II
SAMPLE APPLICATION
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APPENDIX III
RESUME TEMPLATE
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APPENDIX IV
COVER LETTER TEMPLATE


