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	Training/Internship Placement Plan

	An acceptable Training/Internship Placement Plan should cover a definite period of time and should consist of definite phases of training or tasks performed with a specific objective for each phase. The plan must also contain information on how the trainees/interns will accomplish those objectives (i.e. classes, individual instruction, shadowing, etc.). Each phase must build upon the previous phase to show a progression in the training. A separate copy of this page must be completed for each phase (i.e.; if the intern is rotating through different departments). 

	Name of Intern (Last, First, MI)

SAMPLE INTERN
	Field of Training/Internship:

ARTS & CULTURE


	Name of Phase:
	Start Date of Phase:

Month 1
	End Date of Phase:

Month 12
	Phase # __ of __

	Specific Objectives for This Phase:
The role of the Intern in the Host Company will be to learn and observe techniques and methodology used by American museums in art curation and exhibition, and to share his/her home culture, art, and art history with host company staff.
The Intern will be exposed to the following concepts:

1. How to organize and promote cultural shows;

2. The overall aspects of running a non profit arts organization; and 
3. How to bring international arts projects into the United States.


	Skills to be imparted for this phase:
1. Communication skills
2. Presentation skills

3. Research skills

4. Organizational skills

5. Arts Marketing/Fundraising skills



	Justification for on-the-job training:
After observation, in order for the intern to demonstrate that he/she has indeed learned enough to perform the appropriate skills in the proposed field of training, he/she needs to practically apply the newly acquired skills. By actually performing tasks which utilize these skills, the training can be fully internalized. There is no way to assess that learning has actually occurred unless the intern demonstrates that learning through application and performance. Furthermore, the use of on-the-job training allows the intern's performance to be observed and corrected, while at the same time giving the intern the opportunity to use the acquired skills in ways that are appropriate to specific situations. On-the-job training is the best way for the intern to show that learning has occurred, that the experience has been worthwhile, and that the program was a success.


	Chronology or Syllabus of Training or Tasks to be Performed During This Phase:
Departments, Functional Areas, and Specific Tasks/Activities
1. Orientation

Intern will be introduced to the organization and all staff. 

Review organization policies and J-1 policies.

Reading organizational material (current and past exhibitions, artists-in-residence, etc.)

Visits to leading museums and galleries in the area.
Meetings with department directors to learn of programs and activities.

Intern will attend a workshop to learn the software used in the organizations.

Tasks: To provide staff with an orientation to the art history of his/her home country.
2. Finance and Human Resources

Intern will learn the personnel needs of an arts organization. Intern will become familiar with the financial needs and challenges of an arts organization and learn to read and prepare financial statements. 
Tasks: Intern will assist the dept. in tracking budgets, invoicing and billing.

3. Facilities 

Intern will learn about the facilities management needs of a museum and the facility requirements to preserve art and exhibit to the public. 
4. Fundraising & Community Relations
· Memberships—Intern will learn the functions of the membership department and its importance to the organizations funding. Tasks: Intern will assist in a membership drive.
· Education and Community relations—Intern will learn about the various community and school partners that utilize the museum. Task: conduct a presentation about arts from his/her home culture for a school or community group.
· Foundation and Corporate relations—Intern will learn about the funding sources of the museum and the process for applying for funding. Task: Intern will attend workshops on grant-writing for the arts and prepare a draft proposal.

5. Curation and Exhibitions
· Curatorial—Intern will learn the functions of the curatorial department and assist with curatorial tasks for a current exhibit. Task: Intern will draft a plan for curating an art exhibit in his/her home country.
Conferences/Professional Development
· Arts Management

· Fundraising
· Art Curation

· Financial Statements for Non-Finance Personnel

	Method of Evaluation and the Frequency of Supervision During This Phase:

Constant supervision, discussion and feedback will be provided by the direct supervisor for each area of responsibility.  Monthly review meetings will take place with the direct supervisor.  The direct supervisor will be the contact person for practical support and supervision for the duration of the program. The Human Resource person will organize the Intern’s exposure to each functional area and work with supervisors to develop appropriate tasks and monitor the program.
Upon completion in the department or functional area, a written evaluation will be completed and co-signed by the Intern and the direct supervisor. A final written evaluation will be completed by the intern and a separate evaluation will be completed by the direct supervisor. The Human Resource person will evaluate the overall program in consultation with the direct supervisors from each department or functional area.
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