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TRAINING PROJECT FOR INTERNSHIP
TYPE OF INTERVENTION
[    ] training traineeship  
[    ] career counseling traineeship 
[    ] career counseling internship 
[ x ] training internship 
Part A
Student’s Surname and Name 
School/training year:                    course n°:                  Course name:

Managing Institution:
Internship Tutor/Person in charge
Hosting company (Enterprise or Institution):
Company point of contact/Company apprenticeship tutor
Internship period in the company (Enterprise or Institution):    From                 To
The internship working hours are the following:
Monday:        from                      to                               -        from                 to
Tuesday:      from                        to                               -        from                 to
Wednesday:  from                      to                               -        from                 to
Thursday:       from                      to                               -        from                 to
Friday:           from                        to                               -        from                   to
Saturday:      from                        to                               -        from                   to
The  Internship will take place:
             [ x ]     at the Company’s headquarters (Company or Institution)
                         office/department of:
             assignment:
            [    ]      at the client’s or on site
            [    ]      at private  houses
            [    ]      at various companies’ headquarters  (short description):















Part B

Knowledge/skills to be developed:
Make the internship/trainee acquire professional skills that are appropriate for the company’s charateristic. 
The goal of this internship is that of making the young person familiar with the job environment in a way that s/he can get used to the rules and routines of the world of work. The aim is also to give the intern the possibility to confront themselves with different types of environments with respect to the usual ones,  as well as to acquire a whole background of experiences to be taken into account when, at the end of school attendance, the job placement will be assessed. 
Vocational Training Institute’s Obligations – The Vocational Training Institute must: 
· Arrange and see to the internship experience, identifying the most appropriate companies to reach the course’s goals.  
· Train students to the compliance of law g 81/2008, paying particular attention to the general contents and with the exception of the contents for which only the company is responsible.   
· Inform company and students about the aims and contents of the present training project.  
· Monitor the progress of the experience and make sure that the present training project be respected.  
· See to the risk insurance coverage in compliance with the law in force.  
· Interact with both student and company with the aim of ensuring the successful implementation of the experience.  
· See to the management and the realisation of project’s communications and documentation. 

· Company’s Obligations – The company undertakes to:
· Respect the present training project .
· Give immediate communication of any substantial change in the present project. 
· train/inform the student at the welcoming stage with respect to the risks deriving from environments, manufacturing processes and equipment according to and in compliance with law 81/2008, with particular reference to the specific risks present in the company.
· Provide adequate indications and information about the job aiming at reaching the training goals agreed.
· Put the student in a condition to work and operate safely, ensuring their safety as well as other people’s. 
· Provide the PPEs (Personal Protective Equipment) foreseen by company’s “risk assessment” in compliance with the law in force.  
· Monitor on the student’s actions and presence, informing the tutor appointed by the Vocational Training Institution about any possible problem.    
· Facilitate the learning process agreed, and participate in the assessment of the whole experience.  
Intern’s obligations:
· Follow company tutors’ indications  and refer to them for any organisational need and any other event. 
· Respect the obligation to confidentiality about manufacturing processes, products, or any other information regarding the company he might get to know, both during and after the internship/training period.  
· Respect company rules and health and safety regulations in the workplace.
The tutor will constantly be in touch with the operator who is in charge of the internship/apprenticeship and, based on the intern or company needs, the tutoring plan will be modified. 
At the end of the internship the results will be assessed and compared to the goals set at the beginning of the project. 

Signed for acknowledgement 	Student’s (or parent’s) signature
                                       			V. T. Institution’s Tutor signature and Stamp
                                       			Company Tutor’s signature and Stamp
Useful tips for co-workers 
In your workplace a new colleague will be placed. S/he is a person with intellectual disability and this is the reason why we take the liberty to offer you some “food for thought” so that their job placement be satisfactory both for them and for the workplace itself.  
The essential attitudes that we believe should be taken into account at work are:  
· To use a simple and comprehensible language, both in conversation and in requests. Very often the lack of a response on the part of a person with intellectual disability to one of our requests may result from poor understanding on the part of this person, and not from inability or lack of willpower.   
· To learn to observe and acknowledge the new colleague’s achievements through small changes and give them the right importance. It is fundamental to praise them for their achievements and analyse failures, this is also what helps them to become aware of their abilities and increases the   wish to learn. 
· Try to create rapport with the new colleague based on truth: this means to give always real and easy-to-understand motivations for the activities that are being proposed.  
· Try to get the colleague actively involved in the choice and in the management of activities and, wherever this is not completely possible, try to elicit their opinion (“do you like it?”, “don’t you like it?”).
· Very often a person with intellectual disability needs more time to learn a taks, but this does not mean they can’t complete their work and reach their goals. Never substitute your new colleague in completing their work, but rather help them to carry out their tasks independently, respecting their time whenever this is possible. 
· Give the right consideration to their being adult and recognise this role explicitly, also as a positive reinforcement towards the acquisition of new and further autonomy. Consider them for what they really are, that is  young adults, avoiding childish behaviour, such as taking them by their hand or using a language that is not appropriate for their age group. It is above all in the interaction with the image and the expectations that others have about us that we build our identity. If the new worker understands, from colleagues’attitudes and requests, that they recognise them as being an adult, more easily, day after day, they will learn skills and attitudes that are appropriate for the role.  
· Always take into account that their presence has the same status of a worker’s, even though a bit “special”. It is important to help them express their skills and abilities giving them the opportunity to get engaged in real tasks. The time spent in the company is not merely a pastime.   
· Remember you are the colleague, even before you are the tutor or the friend. This will help them feel part of the work team, strengthen their motivation, not to confuse levels of intimacy in socialising at work, recognise and respect other people’s roles. 
















COMPANY INTERNSHIP – SELF ASSESSMENT QUESTIONNNAIRE 
Name 
Surname
Training year
1) Name of the company where you had your internship 
2) What is the company activity (core business)?
3) Company employees (number)
4) Owner(s) N°            Workers N°                Apprentices N°                  Employees N°
5) Your internship experience was:           useful              little useful 	useless
6) The company’s core business is for:        the domestic market         the international market 
7) Did you have any difficulties in particular?                      Yes                       No
8) If your answer was yes, can you tell me which ones? (transport, canteen, working hours, etc…..)
9) In the company the tasks were assigned by:
· The employer
· The team leader
· A worker
10) In the company, who did you ask for information in case of need?  
· The employer
· The team leader
· A worker
11) Were the activities that you carried out mainly consistent with your future qualification/career?          Yes                         No
12) The possibility to be offered a job at the end of the training course was envisaged? 			Yes  					No
13) Your relations with colleagues were:         1     2    3    4     5
14) Your relations with the employer were:              1     2    3    4     5
15) The attitude of the people who helped you was:             1     2    3    4    5
16) Did you learn more about professional knowledge? 1     2    3    4    5                                      
17) At the beginning of your internship were you scared at the idea of finding yourself in an environment you did not know?:       1      2    3    4   5
18) Before the internship, were you afraid of a failure? 1     2    3     4   5
19) At the beginning of the internship, did you feel prepared for it?:                           1     2    3     4   5
20) At the end of the internship did you feel more self-confident?:                                                                                                  1     2    3     4   5
Key:
1= insufficient
2=sufficient
3=fairly good
4=good
5=excellent
 














INTERNSHIP FINAL EVALUATION SHEET 
STUDENT………………					COMPANY ………………………………
SPECIALISED COMPETENCE 				Note       1       2      3      4     5
Demonstrates precision in the execution of tasks  
Respects the time assigned (meets deadlines) 
Respects the correct work sequence 
Knows tools, equipment and materials 
Technical skills needed in the job 
Manual skills
Complies with accident prevention regulations 
AUTONOMY IN ORGANISATIONAL SKILLS
Organises properly to carry out the task assigned 
Demonstrates spirit of initiative and knows how to overcome difficulties 
Is inclined to ask for clarification 
Is competent and learns fast 
He appears as a tidy person in the workplace 
Is interested in the activities 
Is available to carry out new tasks 
High attendance rate during the internship 
PROCEDURAL SKILLS
Always keeps to working hours  
Responsibility toward the things assigned to him 

RELATIONS
He has good interpersonal relations with colleagues 
His behaviour in the company is appropriate
He is fair in the the relationship whith the superiors 
Note       
1  Completely insufficient               2   Insufficient              3 Sufficient          4 Good    5   Excellent   

DATE                                           	   	COMPANY TUTOR’S Stamp and signature 
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