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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 trainee/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 trainee/intern is rotating through different departments). 

	Name of Trainee/Intern (Last, First, MI)
	Field of Training/Internship: 
INFORMATION MEDIA AND COMMUNICATION


	Name of Phase:
	Start Date of Phase:

Month 1
	End Date of Phase:

Month 6
	Phase # __ of __

	Specific Objectives for This Phase:

The purpose of the internship is to share American methodologies, techniques, and expertise in Public Relations with the intern; and to allow the intern to share his/her cultural background with staff and community members. The role of the intern in the organization is to learn, and secondly to assist the organization in reaching ethnic communities with language skills and public relations awareness from his/her home country.


	Skills to be imparted for this phase:

1. Web & Print design;
2. Project management

3. Organization skills

4. Communication 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. 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:

Functional Areas and Specific Tasks
Web and Print Design—Intern will practice graphic and web design skills by assisting with the development of materials for the organization. Intern will shadow manager and observe negotiations with consultants and print vendors. Tasks—Intern will participate in formal training in graphic and web design and produce a brochure for one of the organization’s programs. Intern will translate portions of the website into his/her home language.
Special Events—Intern will learn the management of special events for communications and PR purposes. Intern will assist in organizing and managing a special event under the supervision of the Special Events Manager. Tasks—Intern will be assigned to organize and manage a team of youth volunteers to participate in the event.
Press Relations—Intern will shadow the Communications Manager and observe press relations functions and responsibilities. Intern will receive formal training in writing press releases, crafting and pitching stories, and messaging. Tasks—Intern will assist the communications department with a major press campaign to announce the organization’s new programs. Intern will help to draft press releases for foreign language media outlets.


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

Constant supervision, discussion and feedback will be provided by the department supervisor for each area of responsibility.  The direct supervisor will be the contact person for practical support and supervision for the duration of the program.
A final meeting of the department supervisor, direct supervisor and the trainee/intern will conclude the departmental rotation.  A final meeting with the direct supervisor will take place to review, discuss and evaluate the entire training program.  A final written evaluation will be completed by the trainee/intern and a separate evaluation will be completed by the direct supervisor.

In addition, YMCA requires three written evaluations on the value of the program for both the participant and the host company.
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