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Learning Program Handbook 

 

The mission of the Academies of Loudoun (ACL) is to empower students to explore, research, collaborate, 

innovate, and to make meaningful contributions to the world in the fields of science, technology, engineering 

and mathematics. 

While our teachers and staff are committed to ensuring that our students have the best possible academic 

experience, there are many ways to develop knowledge, skills, and values through direct experiences outside 

a traditional academic setting through experiential learning.  Therefore, the role of Placement Services at the 

Academies of Loudoun is to: 

• Identify Opportunities for students such as jobs, internships, mentorships, service learning, 

mentorships, and practicums. 

• Work closely with the business community to identify opportunities for Academies of Loudoun 

students.   

• Assist students in securing those opportunities 

• Assist students in preparing for interviews, resumes, cover letters  

What is Experiential Learning? 

Experiential learning is a school-coordinated, coherent sequence of workplace experiences through which 
students develop knowledge, skills, and values from direct experiences outside a traditional academic setting.  
It encompasses a wide variety of enriching opportunities for students, such as student employment/work-
study, cooperative education, practicums, and paid/unpaid internships.  Well-planned, supervised and 
assessed experiential learning programs can stimulate academic inquiry by promoting interdisciplinary 
learning, civic engagement, career development, cultural awareness, leadership, and other professional and 
intellectual skills.  

Experiential learning allows students to develop critical-thinking, problem-solving and decision-making skills. 
In such an environment, students are free to experiment, try new things, learn in a safe and controlled 
atmosphere, and gain real-time feedback. This kind of learning helps students build an emotional connect with 
the subject, leverage real examples for inspiration and enhance their experiences in a manner that leaves 
them with rich stories to share back with their friends and peers. 

Learning that is considered "experiential" contain all the following elements: 

1. Reflection, critical analysis and synthesis 
2. Opportunities for students to take initiative, make decisions, and be accountable for the results 
3. Opportunities for students to engage intellectually, creatively, emotionally, socially, or physically 
4. A designed learning experience that includes the possibility to learn from natural consequences, 

mistakes, and successes 
(University of Colorado) 
 

The Academies of Loudoun Experiential Learning Services 

The Academies of Loudoun Experiential Learning Services (ELS) offers students a structured learning 
experience as they explore career fields, and apply academic coursework to the workplace.  Participation in 
this program provides a collaborative partnership between the student, employers and the Academies of 



 

Loudoun ELP.  By formulating learning goals at the onset of the internship, experience, students are 
empowered to declare what they hope to learn, achieve and contribute.  The student’s progress is monitored 
throughout the process and will be evaluated to ensure that the student has met, if not exceeded goals.  
Students can participate by completing the Interest Survey. 

 
 
 
 
Why Should ACL students Participate? 
 
Whether you participate in an Internship, Mentorship, Job Shadowing Experience, Apprenticeship/Work-

Study, Practicum, Service Learning Opportunity or Summer Enrichment the ACL Experiential Learning Program 

will ensure that you make the most of your experience.  Most of your experience will depend on you, but we 

are there every step of the way to ensure that your participation: 

1. Provides authentic learning experiences that directly correlate with your skillset and areas of interest 
2. Enables you to build relationships with those in your field to begin networking for future opportunities 
3. Builds upon the classroom while helping you build your resume 
4. Simulates a true career experience in your desired area of study 
5. Helps you determine if that area of study is the right pathway for you before you continue your education 

Profile of a Graduate Virginia 

Perhaps the most important reason why ACL students should partake in an ELP is outlined in the State of 
Virginia’s Profile of a Virginia Graduate.  The Profile of a Graduate was outlined by the Virginia Board of 
Education’s Standards of Learning Innovation committee.  It describes the knowledge, skills, experiences and 
attributes that students must attain to be successful in college and/or the work force to be “life ready.”    

The Profile emphasizes the development of core skill sets in the early years of high school; and establishes 
multiple paths toward college and career readiness for students to follow in the later years of high school, 
which could include opportunities for internships, externships, and credentialing. It also places due emphasis 
on the 5 Cs: critical thinking, creative thinking, collaboration, communication; and citizenship. 

In developing the profile, the Board of Education determined that a “life-ready” Virginia graduate must: 

• Achieve and apply appropriate academic and technical knowledge (content knowledge); 

• Demonstrate productive workplace skills, qualities, and behaviors (workplace skills); 

• Build connections and value interactions with others as a responsible and responsive citizen (community 
engagement and civic responsibility); and 

• Align knowledge, skills and personal interests with career opportunities (career exploration). 

To learn more about the Profile of a Virginia Graduate: http://doe.virginia.gov/instruction/graduation/profile-
grad/index.shtml 

Who Can Participate? 

All Academies of Loudoun students can participate in some form of Experiential Learning.  Here is a 
breakdown by grade as to which experiences are best suited for each age group: 

Freshman Year-Awareness and Gaining Confidence: As students adjust to the demands of high school, we 
recommend that this be an exploratory year for Experiential Learning.  Begin by exploring different career 
paths and what each can offer.  This would be the perfect time to participate in a job shadowing experience, 

http://doe.virginia.gov/instruction/graduation/profile-grad/index.shtml
http://doe.virginia.gov/instruction/graduation/profile-grad/index.shtml


 

service learning or summer enrichment. There will also be workshops available to students in this first year to 
build strengths in career exploration, goals and planning. 

Sophomores Year-Coaching, Exploring and Gaining Skills: Sophomores begin to develop resumes, cover 
letters, research career exploration websites to discover their interests, work on interviewing skills.  Students 
can participate in Mentorships, Job Shadowing Experiences, Volunteerism, and Summer Enrichment.   

Juniors-Hands-On Experience: In junior year, students gain experience across different professional sectors, 

explore possibilities, expand their skills, demonstrate capabilities and develop networks.  Students begin to 

gain direct experience in the professional world. Students can begin to participate in mentorships, job 

shadowing Experiences, Internships, Service Learning, and Summer Enrichment.   

Seniors-Launch: By senior year, students can enter into internships, apprenticeships, and practicums.  Some 
students in select programs may attend their internship in exchange for coming to their MATA program.  
Students learn how to set appropriate milestones to achieve their goals, how to navigate resources, and how 
to deliver clear messaging to prospective employers through written and face-to-face communication. 

Types of Experiential Learning Experiences available to ACL students include: 

• Mentorships  

• Job Shadowing Experiences  

• Service Learning 

• Summer Enrichment 

• Internships 

• Apprenticeships/Work-Study 

• Practicums 

Mentorships 
Mentoring is most often defined as a professional relationship in which an experienced person 
(the mentor) assists another (the candidate) in developing specific skills and knowledge that will 
enhance the less-experienced person’s professional and personal growth. Mentors work together with 
candidates to accomplish certain tasks for the benefit of their company. As they work together, Mentors 
provide feedback and guidance to the candidates as well as evaluate for certain skill sets and cultural fit to 
report to the hiring manager. 
 
What does a mentor do? 
The following are among the mentor’s functions:  

• Teaches the candidate about a specific issue 

• Coaches the candidate on a particular skill 

• Facilitates the candidate’s growth by sharing resources and networks 

• Challenges the candidate to move beyond his or her comfort zone 

• Creates a safe learning environment for taking risks 

• Focuses on the candidate total development 

Why do organizations implement formal mentoring programs? 
Organizations find today’s employees exhibit a more flexible approach to work. Organizations now look to 
mentoring to implement a strategic game plan that includes: 

https://www.management-mentors.com/resources/mentoring-process-mentor/
https://www.management-mentors.com/resources/mentoring-process-mentoree/


 

▪ Recruitment 
▪ Retention 
▪ Professional development 
▪ Development of a multicultural workforce 

The benefit to the mentor candidate: 

• Assistance in defining career goals, strategies and outcomes   

• Develops a meaningful professional relationship with mentor   

• Increases professional connections and network   

• Gains knowledge of workplace expectations   

• Builds self-advocacy skills and confidence to be successful   

• Access to potential internships and job opportunities 

Job Shadowing 

Job shadowing enables an ACL student to spend time observing a professional on the job for a brief pre-
determined period of time.  The benefits to job-shadowing for high-school students are numerous and 
include: 

• Helping students determine a career path to follow 

• Showing students how their textbook learning can be applied in the real world 

• Learning about companies by experiencing them in the actual trenches 

• Exploring the cultural differences of different workplace environments 
 
Students are able to arrange job shadowing experiences through the Academies of Loudoun Placement 
Coordinator, Kim Yeager kim.yeager@lcps.org.  Additionally, the Loudoun County School-Business Partnership, 
currently comprised of over 200 business partners, offers a Job for a Day Program. The Job for a Day (JFD) 
program is a career exploration activity providing an opportunity for eligible students to “shadow” (follow) an 
individual for a day at his or her workplace to observe the performance and tasks necessary in a particular 
career cluster, field or job. To learn more about Job for a Day please go to: 
https://webinter.lcps.org/jobforaday/ 
 
Service Learning: 
A method in which the student engages in community service work for a specified number of hours in order to 
gain developmental experience.  The Academies of Loudoun assists students in finding volunteer opportunities 
that correlate with the student’s academic interests.  Please note that students are required to maintain a log 
of their own service learning hours and the service learning hours must be confirmed by the volunteer 
supervisor.  In order to qualify as an official service learning experience, it is highly recommended that 
students complete the “Experiential Learning Experience” Form and work with Mrs. Yeager to have your 
service learning hours officially on record. 
 
Summer Enrichment Opportunities: 
Summer is always an excellent time to continue learning and explore potential career opportunities.  From 
camps to leadership programs to Governor’s School, the school counseling office will help you find summer 
enrichment opportunities throughout Loudoun County and beyond. Here are just a few of the opportunities 
that may be of interest: 

• George Washington Camp 
• STEM Research Camp 

mailto:kim.yeager@lcps.org
https://webinter.lcps.org/jobforaday/


 

• Vanderbilt University Shadowing Experience 
• 2018 High School Diplomats Program 
• Governors School 
• Women in Technology 
• Barbara Comstock’s Congressional District Young Women's Leadership Program. 
• MIT programs http://mitadmissions.org/apply/prepare/enrichment 
• https://www.teenlife.com/category/summer/computer-science-summer-programs/ 

 
 

Internships 

An internship is a form of school-coordinated experiential learning that integrates a student’s academic 
experience with practical application and skills development in a professional setting.  The experience is 
mutually beneficial, allowing ACL students to gain valuable applied experience and make professional 
connections, and giving employers the opportunity to guide and evaluate talent.  Each of the employers we 
assist in listing opportunities shares this commitment to making their internship program a true learning 
experience. 

Offering internships is extremely beneficial to business owners, particularly small business owners.  It’s a great 
way to find future employees and test-drive new talent.  At the same time, it gives businesses the opportunity 
to give back to the community, and support students, especially economically disadvantaged youth that would 
not otherwise be able to participate.  
 
The types of internships available depend up on the nature of the job as well as the employer’s needs.  
However, the various types are: 

For credit: (Must be at least 90 hours and must align directly with course content in order to receive credit). 

• Unpaid internships (see US Department of Labor Guidelines for Unpaid Internships) 

• Paid Internships 
 
Not for credit: 

• Non-credit Non-paid Internships 

• Non-credit Paid Internships 
 
Why is an Internship Important? 

• 25% of employers surveyed indicated that their new college hires come from within the companies 
internship program. 

• 55% of responding employers indicate that new college hires have previous internship experience. 

• 64% of the employers say they pay new full-time hires with internship experience an average of 8.9% 
more than their inexperienced counterparts. 

Source: National Association of Colleges and Employers Job Outlook Survey 
 
Apprenticeships 
An apprenticeship is a system of training a new generation of practitioners of a trade or profession with on-
the-job training and often some accompanying study (classroom work and reading).  Apprenticeship also 
enables practitioners to gain a license to practice in a regulated profession.  Most of their training is done 
while working for an employer who helps the apprentices learn their trade or profession, in exchange for their 
continued labor for an agreed period after they have achieved measurable competencies. Apprenticeships 

http://mitadmissions.org/apply/prepare/enrichment
https://www.teenlife.com/category/summer/computer-science-summer-programs/
https://en.wikipedia.org/wiki/Training
https://en.wikipedia.org/wiki/Tradesman
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https://en.wikipedia.org/wiki/License
https://en.wikipedia.org/wiki/Regulation


 

typically last 3 to 7 years. People who successfully complete an apprenticeship reach the "journeyman" or 
professional certification level of competence.  

Although the formal boundaries and terminology of the apprentice/journeyman/master system often do not 
extend outside guilds and trade unions, the concept of on-the-job training leading to competence over a 
period of years is found in any field of skilled labor.  

Youth-Registered Apprenticeships: Youth Registered Apprenticeship (YRA) is a career preparation 
method that integrates school-based and experiential learning to help students gain employability and 
occupational skills. Local programs provide training based on statewide youth apprenticeship 
curriculum guidelines, endorsed by business and industry. Students are instructed by qualified teachers 
and skilled journey-worker worksite experts.  Students are simultaneously enrolled in academic classes 
to meet high school graduation requirements and in occupation specific related instruction classes. 
Once an employer becomes an approved YRA sponsor, the student is hired and registered as an 
apprentice. The participating sponsor/employer provides supervision of a skilled mentor and the 
student continues on with the Career Technical Education (CTE) training at his/her school. Upon 
completion of the requirements for a high school diploma, youth registered apprentices may continue 
as full-time registered apprentices, subject to all standard on-the-job and related instruction 
requirements.  
 
Registered Apprenticeship is a career preparation Experiential Learning method that provides the 
student with hands-on training from an experienced mentor at the job site in the specified occupation. 
Student apprentices are paid employees of a company. Apprentices receive wages when they begin 
work, and receive pay increases as they meet benchmarks for skill attainment. This rewards and 
motivates apprentices as they advance through their training. An apprentice must be paid at least the 
minimum federal hourly wage.  Upon completion of a Registered Apprenticeship program, the 
apprentice receives a nationally recognized credential which consists of a Completion Certificate and 
journey-worker card. This is a portable credential that signifies to employers that employees with the 
journey-worker status are fully qualified for the job. 

 
Practicums 
A practicum is a course of study designed especially for the preparation of teachers and clinicians that involves 
the supervised practical application of previously studied theory. More details to come.) 
 
Resumes, Cover Letters: 

It is important to start to think about creating a resume and cover letter.  There are several attachments here 
that provide great examples of resumes for students just starting out even if there is not much The Placement 
Coordinator is available to help create and/or edit your resume. It is helpful to create a draft and make an 
appointment with Mrs. Yeager, Placement Coordinator, in the Office of School Counseling, to obtain assistance 
with your resume/cover letter. 

Student Arranged Opportunities: 

Students may also participate in independently-arranged experiential learning opportunities.  This would 
include any internships, mentorships, work-study opportunities, etc.  that a student finds on their own.  The 
Office of School Counseling would like to request that you register your experiential learning experience, even 
if it was not arranged by us so that we may document it. 

https://en.wikipedia.org/wiki/Journeyman
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If none of the opportunities that the office of school counseling has available meet your needs, here are 
some suggestions of other places to look: 

Indeed.com: An employment related search engine listing jobs worldwide. 
Internships.com: The world’s largest student-focused internship marketplace, bringing students, 
employers and higher education institutions together. 
Friends/Family Network: Communicate with family and friends via email or social media to let them 
know you are looking for an opportunity. 
Idealist: A job board focused on service and non-profit internships across job functions ranging from 
marketing to web development.   
LinkedIn: LinkedIn is like Facebook for professionals.  It’s an international social media site focused on 
connecting individuals in the business world.  It is strongly recommended that you start a LinkedIn 
account. 
Going Global: GoinGlobal’s Internship database features millions of opportunities around the globe—
all updated daily. 
Intern Inc.: contains a large pool of businesses (including Fortune 500 companies) that are always 
looking for interns. Access is easy, just sign up. 
Internship Queen: Lauren focuses on how to get an internship and all that entails: How to search for, 
apply for, and land an internship. Now that she has partnered with OneCubicle.com, students can 
directly connect with the internships of their dreams through a personalized internship service. These 
are not internships taken from other sites, but original opportunities and employers that they are 
directly in contact with on a day to day basis. 
Think Intern: allows you to browse internships by industry, job types, location. 
SummerJobs.com: offers summer jobs and seasonal staff positions with camps, amusement parks, 
resorts, national parks, hotels, environmental organizations and more. 
Youth Adult Services WIOA Program: Workforce Innovation and Opportunity Act (WIOA), a Federal job 
training program sponsored by the Department of Labor. 
 
 

Below are just a few known internship programs that may help jumpstart your search. Each one has different 
qualifications and parameters, so be sure to read the information carefully. If you don’t see a program that’s 
right for you in the list below, use the Internet, your local library and your own personal connections to 
uncover other opportunities. 

• Smithsonian: https://www.smithsonianofi.com/internship-opportunities/ 

• Loudoun County: https://www.indeed.com/q-Summer-l-Loudoun-County,-VA-jobs.html 

• INOVA Loudoun Hospital: https://www.inova.org/get-involved/volunteer/inova-loudoun-
hospital/index.jsp 

• National Security Agency (NSA):  https://www.intelligencecareers.gov/nsa/nsastudents.html 

• U.S. Naval Research Laboratory (NRL): https://www.nrl.navy.mil/careers/students/ssep/ 

• Northrop Grumman Internship (CyberPatriot): https://www.lcps.org/Page/200365 

• Janelia Research Campus: https://www.lcps.org/Page/200365 

• National Institute of Standards and Technology (NIST): https://www.lcps.org/Page/200365 

• Telos:  https://www.lcps.org/Page/200365 

• Jobs on Facebook: https://www.facebook.com/jobs/?init_composer=0 

• Craigslist:  https://washingtondc.craigslist.org/nva/ 
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Checklist and Requirements: Paid/Unpaid Internships, Apprenticeships and Practicums, etc. 
(please note, additional forms and information may be required by the internship/apprentice site) 

The Office of School Counseling is dedicated to ensuring that your experience matches your expectations.  We 
currently have an extensive database of business partners through Loudoun County Public Schools, some of 
which will provide experiential learning experiences for Academies of Loudoun students.  Additionally, the 
Experiential learning opportunities google classroom has current and immediate job openings. 

Before your Internship/Apprenticeship begins: 

o Complete the “Student Interest Survey for Experiential Learning” This can be found on the website 

under ‘placement’ on the School Counseling Section of our website: www.lcps.org/ACL. 

o Meet with the Placement Coordinator in the Office of School Counseling or email kim.yeager@lcps.org. 

o Enroll in the Placement Coordinator’s Google Classroom site “Experiential Learning Opportunities” 

which lists all opportunities for Academies of Loudoun Students to participate in any type of 

Experiential Learning. To enroll: quja8 

o Explore opportunities online and select at least 4-5 internships, apprenticeships, etc. to which you 

would like to apply. 

o Provide your teacher with the Teacher Recommendation form. 

o Work with the Office of School Counseling to review your resume and cover letter.  If you do not yet 

have a resume and cover letter, please create one.  You may bring a rough draft to the Office of School 

Counseling or the Placement Coordinator or school counselor will work with you to provide feedback. 

o Once the internship has been arranged, please complete all forms needed for the internship 

application which will include: 

o PART I:  INTERNSHIP APPLICATION 

o PART II:  PERMISSION, LIABILITY and INSURANCE 

o PART III:   RULES, REGULATIONS AND EXPECTATIONS AGREEMENT 

o PART IV:  MEDIA RELEASE 

o Speak to your instructor to find out how your internship will translate to a grade for the semester. 

 
During your Experiential Learning Experience: 

o Maintain a log of the tasks completed during your internship/apprenticeship as well as the hours 

worked/volunteered.  This is critical for your Instructor as well as your Site Supervisor to ensure that 

http://www.lcps.org/ACL
mailto:kim.yeager@lcps.org


 

the internship is meeting course requirements and your own personal learning goals. A “daily task 

manager log” can be found on the ACL website. 

o Check in with the Placement Coordinator, your school counselor, or your instructor weekly. 

 
End of Internship: 

o Reach out to your instructor to ensure that all learning targets were met through the tasks performed 

at the internship/apprenticeship.  This will be reflected in your grade for the semester. 

o Schedule an exit interview with Mrs. Yeager, Placement Coordinator. 

 

 

ATTACHMENT A: 
PART I: STUDENT INTERNSHIP/APPRENTICESHIP APPLICATION 

 

Directions: Complete (1) the application, (2) Permission, Liability and Insurance, and (3) Rules, Regulations, 

and Expectations Agreement (4) Media Release. You must also speak to your instructor and ask that he or 

she fill out the teacher recommendation form.  All forms must be submitted electronically before the first 

day of the student’s internship.  Please contact Kim Yeager, Placement Coordinator, kim.yeager@lcps.org 

with any questions or concerns.  

Personal Information: 

Name: SSN:    

 

Current ACL Program: Semester Grade:      

 

Previous ACL Program: Final Grade(s):      

 

Home School: Home School Counselor:   

 

GPA: Grade Level: Age: Date of Birth:     

 

Home Address: City: Zip:      

 

Home Phone: Cell: Email:     

 

Parent/Guardian Name: Work Phone:    

Employment Information and Career Interest: 

Please attach a copy of your current Resume 

mailto:kim.yeager@lcps.org


 

1. Are you eligible to work in the U.S.? Yes/No 

2. Do you have transportation? Yes/No 
3. Circle all convenient locations:  

Round Hill Purcellville Hamilton Leesburg Ashburn Sterling Dulles 

 

4. Do you currently have a driver’s license Yes/No 

5.   If so, are you able to provide your own transportation  Yes/No 

6. Are you currently employed? Yes/No 

7. Are you willing to work a non-paid internship? Yes/No 
 
 Note: Paid internships are encouraged when a student will be completing a specific long-term task 

that primarily benefits the company; non-paid internships occur when the student experiences a 

variety of different activities, primarily benefitting the student. 

Please list the hours you are available to work (consider sports, and other extra-curricular schedules) 

 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

        

 Describe extracurricular activities: 

6. Would you consider working full-time during the summer? Yes/No/Undecided 
 

 

 

7. List and describe your goals and objectives for the internship experience? 
 

 

 

8. Outline your long-term career goals. 
 

 

Education Background: 

9. List any foreign languages you speak or write. Please describe your level of fluency for each: 

Fill in your current class schedule and list any courses that you believe are relevant to your internship 

experience (e.g. foreign languages, computer/marketing classes): 



 

 

Current Class Schedule: 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

Other Relevant Courses: 

 

PART II: PERMISSION, LIABILITY and INSURANCE 
 

I: Permission 

I have read the information packet concerning the Internship program and give my permission for my son/daughter 

  to participate in this program. I understand that participation 

in this program requires each student to provide his/her own transportation to and from the internship site. I 

understand that my child must meet the application requirements to be considered for the program. 

II: Emergency Authorization 

In the event I cannot be reached in an emergency, I hereby give permission to the MTC staff or internship sponsor to 

secure proper treatment for my child. 

Parent Name:____________________________________________________________________________________ 

Parent Daytime Phone:____________________________________________________________________________ 

Emergency Contact (Other Than Parent):______________________________________________________________ 

Emergency Contact Phone:  _______________________________________________ ______________________ 

III: Liability 

I understand that the Academies of Loudoun is not liable for any medical bills due to injury to my child while he/she 

is participating in the Internship program. 

IV: Insurance 

Academies of Loudoun does not provide accident insurance for students or interns. In order for a student to be 

eligible to participate in and Experiential Learning experience sponsored by the Academies of Loudoun, the intern’s 

parent/guardian must confirm that the student is covered by accident insurance to the parent’s satisfaction. 

Complete the information below confirming that your child has accident insurance and return to the Placement 

Coordinator. 

Please Print All Information: 



 

Student Name: ____________________________________________________________________________ 

Student Address: __________________________________________________________________________ 

Parent/Guardian(s) Name:  ____________________________________________________________ 

Parent/Guardian(s) Phone: __________________________________________________________________ 

Physician Name:  __________________________________________________________________________ 

Health Concerns: Please list and describe any health concerns (e.g. allergies, physical conditions): 

 

 

 
 

Insurance Verification: Please check all that apply. 

  My child has student accident insurance through the school. 

  My child is covered for injuries by our family policy: 

Policy Holder’s Name: ___________________________________________________________________________ 

Policy Holder’s DOB: ____________________________________________________________________________ 

Policy Number: ________________________________________________________________________________ 

Name of Insurance Company: _____________________________________________________________________ 

 

In addition, I will notify Kim Yeager, the Placement Coordinator if insurance coverage for my child changes during the 

year.  I, the undersigned, understand that liability and insurance are required for the Experiential Learning. 

 

________________________________________________________________________________________  ________________________________ 

Signature of Parent/Guardian Date 

PART III:  RULES, REGULATIONS AND EXPECTATIONS AGREEMENT 

Student Responsibilities: 

• The student’s first responsibility is to the school; hence, it is the student’s responsibility to make 
satisfactory arrangements with the training sponsor concerning his/her work schedule on occasions 
when attendance at school is necessary.  

• The student should always conduct him/herself with the utmost professionalism.  The student is 
representing him/herself but also representing the Academies of Loudoun and Loudoun County Public 
Schools. 

• The student must maintain close and regular daily contact with your Site Supervisor. 

• The student must dress appropriately for the business environment. 

• The student must give sufficient notice to internship sponsor of absences or changes in schedule. 

• The student must inform the Office of School Counseling if, for any reason, a change in an Experiential 
Learning Experience is considered. 



 

• The student must conform to all rules and policies of the place of employment, the Academies of 
Loudoun, and Loudoun County Public Schools. 

• The student must take responsibility for transportation to and from the internship site. Transportation 
arrangements must be approved by parents and the school administration.  

• All Experiential Learning experiences must be approved by the Placement Coordinator who reserves 
the right to change the student’s Experiential Learning placement, if deemed necessary.  

• The student must submit all reports and maintain records of tasks performed at the site to the Office 
of School Counseling, when required. 

• The student shall not report to the internship site when he/she is absent from school unless advance 
permission has been given by the coordinator.   

• The student must understand the role of the full-time staff, maintain a smooth working relationship 
with them and stay within the bounds of your role as set forth by the Site Supervisor. 

• The student asks for guidance and support when needed. 

• The student will not terminate an Experiential Learning experience without the approval of the 
Placement Coordinator.  

• The student will adhere to the training plan as specified by the Site Supervisor. 

• The student understands that negligence or misconduct may result in dismissal from the Experiential 
Learning Program. 

 

Parent Responsibilities: 

• The parent assumes responsibility for the safety of the student from the time the student leaves school 
until the student reports to the Experiential Learning site and from the time the student leaves the site 
until arrival at home. 

• The parent understands that the student must attend school and work regularly and must not report 
to the Experiential Learning site without attending school. 

• The parent must make any inquiries concerning the student training, wages or working conditions 
through the Placement Coordinator at the Academies of Loudoun, rather than directly with the Site 
Supervisor. 

 
Instructor Responsibilities: 

• The instructor will provide student recommendation forms to the Placement Coordinator in the Office 
of School Counseling. 

• The instructor will assist the Site Supervisor and Placement Coordinator in creating the Student 
Training Plan: specific required tasks that will be completed by the student in order to comply with 
course objectives. 

• The instructor will include the student’s Experiential Learning Experience as pre-determined 
percentage of student’s grade during the quarter(s) in which the Experience is completed. 

 
Site Supervisor Responsibilities: 

• The Site Supervisor will provide career experiences that enhance learning in the student’s academic 
area of interest.  

• The Site Supervisor must work with the Placement Coordinator at the beginning of any Experiential 
Learning Experience to create the Student’s Training Plan. 

• The Site Supervisor must commit to supervise the student throughout the agreed time period. 
• The Site Supervisor with furnish a rating of the student’s performance as needed. 



 

• The Site Supervisor shall not, on the basis of age, race, color, sex, religion, national origin, marital 
status, or condition of disability, deny students the benefits of, or subject students to discrimination at 
the place of employment. 

• The Site Supervisor understand that paid internships are encouraged when a student will be 
completing a specific long-term task that primarily benefits the company; non-paid internships occur 
when the student experiences a variety of different activities, primarily benefiting the student.   

• The Site Supervisor Shall review the attached Federal Guidelines from the US Department of Labor 
Regarding Unpaid Internships. 

• The Site Supervisor shall notify the Placement Coordinator regarding any change affecting the student 
including salary, job responsibilities, work schedule, termination or leave, etc. 

• The Site Supervisor shall make regular contact with the student each time the student is scheduled to 
work. 

• The Site Supervisor, along with the Placement Coordinator, will regulate employment conditions, 
including total hours worked. Total hours shall average 11 to 15 hours per week; a minimum of 90 
hours per quarter are required to qualify for credit in Experiential Learning.  The undersigned have 
read and agree with the statements listed above.  

• The Site Supervisor shall consult and become familiar with the Federal-State Labor Laws for working 
with Youth.  http://www.doe.virginia.gov/instruction/career_technical/work-based_learning/federal-
state_labor-laws-for-youth.pdf 

 
Placement Coordinator Responsibilities: 

• The Placement Coordinator shall meet with all prospective students to discuss the program 
requirements, expectations, and potential placements for Experiential Learning. 

• The Placement Coordinator shall work with students to define objectives for the Experiential Learning 
Experience. 

• The Placement Coordinator shall assist students in the process of obtaining, interviewing for and 
securing an Experiential Learning Experience. 

• The Placement Coordinator shall assist student in preparing for the interview process, to include 
resume and cover letter preparation, interview coaching, and follow up. 

• The Placement Coordinator shall ensure that all federal guidelines regarding Youth Labor and Federal 
Guidelines for Unpaid Internships are being observed and utilized. 

• The Placement Coordinator shall maintain appropriate records of each student’s placement. 
• The Placement Coordinator shall contact the student and the Site Supervisor, in person or by phone,  

on a regular basis to ensure that the Experiential Learning Experience is working for all parties. 
• The Placement Coordinator shall address all issues and concerns immediately with the student, parent 

and Site Supervisor. 
• The Placement Coordinator, along with the Site Supervisor, will regulate employment conditions, 

including total hours worked. Total hours shall reach a minimum of 90 hours per quarter are required 
to qualify for credit in Experiential Learning.   

 
This agreement is to define the conditions whereby: ______________________________________________  

is to be employed as a (an)________________________________ by ________________________________ 

_______________________________________________under the supervision of (Site Supervisor) ________ 

____________________________ and the ACADEMIES OF LOUDOUN.    

The student’s minimum weekly schedule will be as follows: 

http://www.doe.virginia.gov/instruction/career_technical/work-based_learning/federal-state_labor-laws-for-youth.pdf
http://www.doe.virginia.gov/instruction/career_technical/work-based_learning/federal-state_labor-laws-for-youth.pdf


 

Day of Week Start Time End Time   

Monday     

Tuesday     

Wednesday      

Thursday     

Friday       

     

 

This is an: 

o Unpaid Internship 

o Paid Internship 

o Registered Apprenticeship (Please select if you are registered with the Virginia Department of 
Education for student internships. 

o Non-registered Apprenticeship 

If the student will receive compensation, please list the salary or hourly wage here.   

__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

Approvals: 

_____________________________________________   _________________________ 

Student’s Signature        Date  

_____________________________________________   _________________________ 

Director of Admissions       Date 

_____________________________________________   _________________________ 

Parent/Guardian Signature       Date 

_____________________________________________   _________________________ 

Employer’s Signature        Date 

_____________________________________________   _________________________ 

MTC Instructor’s Signature       Date  

_____________________________________________   _________________________ 

Site Supervisor’s Signature       Date 
(if different from employer) 
 

Company Name:  _________________________________________________________________________ 

Company Address:    _____________________________________________________________________ 

_____________________________________________   _________________________ 



 

Company Phone Number:       Fax:     

_____________________________________________    

Company/Supervisor Email:   _______________________________________________________________ 

 

 

 

PART IV: Teacher Recommendation Form 

Teacher’s Name:  

Student’s Name:    

From: Kim Yeager, Placement Coordinator  

Please Return by: ______________________________________________________________ 

The above student is interested in applying for an Internship/Apprenticeship through the Academies of Loudoun 

Experiential Learning Program. The internship/apprenticeship will provide the student with an opportunity to apply 

the knowledge and skills acquired through their MTC course. As part of the application process the student must 

submit a teacher recommendation form. Please complete this form and submit by the date given above.  

This recommendation is strictly confidential and will not be seen by the student/parent. 

Evaluate the above student for the following characteristics. Your responses are confidential. Use a rating scale 

where: 5=Outstanding, 4= Above Average, 3=Average, 2=Needs Improvement, 1= Does Not Meet Minimum 

Requirement 

 Dependability (Punctuality with due dates, assignments) 

 Cooperative (Ability to work with others) 

 Flexibility (Reaction to new and unanticipated situations) 

 Initiative (Ability to work without constant supervision) 

 Maturity (Seriousness in approach to studies) 

 Communication skills (Oral and Written) 

 Ethics (Honesty and Trustworthy) 

 Attendance (Tardy/Absences) 

 

Please include any other comments on the back that may help in the evaluation of this student for the Student 

Internship/Apprenticeship Program 

 

__________________________________________________________    ________________ 

Teacher Signature          Date 

 



 

______________________________________________________   

Academies of Loudoun Program 

 

Comments: 

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________ 

 
PART V: MEDIA RELEASE 

Photographs/Videos of Students Experiential Learning Experiences 
 

Students may occasionally be photographed or videotaped during their participation in school activities. These 

photographs may be used for information purposes within the educational system Academies of Loudoun, 

(Experiential Learning site) _________________________, and/or Loudoun County Public Schools [LCPS] and 

they may also be used to provide information to the public about programs and activities through publications 

and displays, in newspapers and other print media, on television, and in connection with school system 

information provided on the Internet. 

 

PLEASE CHECK THE APPROPRIATE BOX BELOW AND RETURN THE SIGNED AND COMPLETED FORM TO 

kim.yeager@lcps.org 

 

_____ I do not grant permission for my child (named below) to be photographed or featured in any videotape, 

television, audio recording, or broadcast that will be produced by and available to the public from (Experiential 

site) _________________________, the Academies of Loudoun, and/or LCPS, (to the extent that access is 

within the institution’s control during business hours) to the media. 

 

_____ I grant permission for my child (named below) to be photographed or featured in any videotape, 

television, audio recording, or broadcast that will be produced by and available to the public from GWU 

and/or LCPS, or (to the extent that access is within the institution’s control during business hours) to the 

media. 

 

_______________________________________  _______________________________________ 

Student’s Name      Date 

 

_______________________________________ 

Parent/Guardian’s Signature 



 

 

 

 

 

 
 

Attachment B 
Internship/Apprenticeship Training Plan 

 
 
Student Name: __________________________________________  Date:________________ 
 
Academies Program:______________________________________ 
 
Instructor: ______________________________________________ 
 
Internship/Apprenticeship Site:________________________________________________________________ 

 
Site Supervisor:_____________________________________________________________________________ 
 
Site Supervisor Contact Information (Phone or email): 
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
 
Initial Tasks include: 
 
__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 
More advanced tasks include: 
 
__________________________________________________________________________________________

__________________________________________________________________________________________



 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

 

The student has reached mastery with the internship/apprenticeship position when they can: 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

______________________________ ______     _____________________________ 

Student Signature        Date 

 

______________________________ ______     _____________________________ 

Parent Signature        Date 

______________________________ ______     _____________________________ 

Placement Coordinator       Date 

 

______________________________ ______     _____________________________ 

Site Supervisor        Date 

 

______________________________ ______     _____________________________ 

Instructor         Date 



 

 
 

 

 

 

 

 

 

Experiential Learning Experience Plan 

This form is for students who are interested in short-term Experiential Learning experiences such as job shadowing, 

service learning, mentorships, summer enrichment  

Name: SSN:    

 

Current ACL Program: Semester Grade:      

 

Home School: Home School Counselor:   

 

GPA: Grade Level: Age: Date of Birth:     

 

Home Address: City: Zip:      

 

Home Phone: Cell: Email:     

 

Parent/Guardian Name: Work Phone:    

 

I am looking for an opportunity to participate in the following: 

o Job Shadowing 

o Service Learning 

o Mentorship 

o Summer Enrichment 

The goal of this experience is to: 

__________________________________________________________________________________________________   

__________________________________________________________________________________________________ 



 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

Please complete this form as well as the Rules, Regulations and Expectations form, and media 

_________________________________________________________   __________________ 

Signature of Parent         Date 

_________________________________________________________   __________________ 

Signature of Student         Date 

 

CHECKLIST AND REQUIREMENTS: JOB SHADOWING, MENTORSHIPS,  
SERVICE LEARNING, SUMMER ENRICHMENT 

 
If you are participating in an Academies of Loudoun sponsored Experiential Learning Experience, you must 
complete the following.   

Before your Experiential Learning Experience begins: 

o Complete the “Student Interest Survey for Experiential Learning” This can be found on the website 

under school counseling. 

o Google Classroom:  There is currently a google classroom site that lists all Experiential Learning 

Opportunities.  Please enroll in the class. 

o Meet with the Placement Coordinator in the Office of School Counseling or email kim.yeager@lcps.org. 

o Explore opportunities through the Office of School Counseling, connections in your family, friends, for 

job shadowing opportunities, service learning, summer enrichment, and mentorships. 

o Work with the Mrs. Yeager to outline the Enrichment Experience Plan.  What are your goals for the 

process?  What to do you hope to learn?   

o Once the Job Shadowing/Mentorship/Service Learning/Summer Enrichment Experience has been 

secured, please complete the PARENT/GUARDIAN AGREEMENT FOR EXPERIENTIAL LEARNING.  This can 

be found on the Academies of Loudoun website: www.lcps.org/acl 

o Part I:  EXPERIENTIAL LEARNING EXPERIENCE PLAN 

o PART II:  PERMISSION, LIABILITY and INSURANCE 

o PART III:   RULES, REGULATIONS AND EXPECTATIONS AGREEMENT 

o PART IV:  MEDIA RELEASE 

 

All Experiential Learning Experiences should be registered through the Placement Coordinator in Student 

Services. 

 
During your Experiential Learning Experience: 

o Maintain a log of the tasks completed during your ELE as well as the hours worked/volunteered.  It is 

the student’s responsibility to track all hours and tasks performed as well as get it signed by the site 

mailto:kim.yeager@lcps.org
http://www.lcps.org/acl


 

supervisor.  This mostly pertains to service learning and summer enrichment.  A “daily task manager 

log” can be found on the ACL website. 

End of ELE: 

o Meet with Mrs. Yeager in Student Services to discuss the experience and complete exit survey. 

 

 

 

 

 

 

 

ATTACHMENT C 

U.S. DEPARTMENT OF LABOR GUIDELINES:  UNPAID INTERNSHIPS 

The Academies of Loudoun refers to the U.S. Department of Labor Fact Sheet “Internship Programs under the 
Fair Labor Standards Act.”  We expect all for-profit employers who post unpaid internships at ACL to first 
review this fact sheet and assess whether their programs meet stated Department of Labor guidelines. 
 

CRITERIA FOR AN UNPAID OPPORTUNITY TO BE DEFINED AS AN INTERNSHIP 

To ensure that an experience is educational in nature, and thus eligible to be considered a legitimate 
internship, all the following criteria must be met: 
 
1.There are clearly defined learning objectives related to the intern’s professional goals and/or academic 
coursework.  

 

• Intern tasks must not simply advance the operations of the employer or be the work that a regular 
employee would routinely perform.  

 
2.  Supervision is provided by a professional with relevant expertise or education in the industry or occupation. 

• For example, an accounting intern will have the mentoring, support, and routine feedback of a 
qualified accounting professional.  

• Tasks performed remotely must be integrated and balanced with supervised work performed in a 
professional setting 

 
3.  Resources, equipment, and facilities provided by the host employer support learning objectives. 

• Students should not be expected to use personal vehicles, phones, or other property for business 
purposes, unless this use is reimbursed at an agreed rate. 

• Interns should not be required to use personal contacts (phone, email, and social media) for 
business development or for fulfilling other duties.   

• Internships with a home-based enterprise, which require students to work in a private residence, will 
not be approved for listing. 

 

http://www.dol.gov/whd/regs/compliance/whdfs71.htm
http://www.dol.gov/whd/regs/compliance/whdfs71.htm


 

4.  The skills or knowledge learned must be applicable to the industry or transferable to other employment 
settings. 

5.  Each employer’s internship listing must have: 

• A defined beginning and end date, 

• A schedule agreed to by both parties in advance, and 

• A job description with clearly described duties. 
 

6.  Academies of Loudoun interns cannot be used to “staff up” or replace paid staff.   

• An example would be the manager or business owner who lists several different intern roles without 
having the time, knowledge, or trained staff to guide each student’s experience.  

• Interns will share unique skills and talents with your team.  But, as stated in FLSA guidelines, 
students should benefit as much as the employer from their experience.  
 

7.  Employers are responsible for creating a safe and respectful work environment. 

• Employers are required to abide by and enforce Loudoun County Public Schools guidelines in 
accordance with applicable Federal and State law that prohibits discrimination on the basis of race, 
color, national origin, religion, sex, disability, age, medical condition, ancestry, marital status, 
citizenship, sexual orientation, or status as a Vietnam-era veteran or special disabled veteran. 

• Employers are required to abide by the University of California's policy against sexual harassment 
that follows Federal and State Laws.  

 
8.  Please note that the following types of programs with required or requested fees will not be approved for 
listing on the Career Center’s Handshake service: 

• Fee-based internship programs in the U.S. or abroad, 

• Volunteer/internship programs requesting a donation, or 

• Internship programs requiring an up-front application fee or mandatory purchase of products. 
 

9.  Providers of career services or websites offering career information may only list paid part-time or full-time 
jobs which support their own business operations.  These positions may not be listed as internships, and 
listings may not be used to solicit student registrations or to collect any other student information. 

10.  All credit-based, unpaid internship programs offered to students should also comply with guidelines and 
enrollment dates provided by the Academies of Loudoun Experiential Learning program at www.lcps.org/acl 
 
 
By submitting your internship listing to the Academies of Loudoun, your organization agrees to all of these 
policies and guidelines listed above. 
 

 

http://www.lcps.org/acl

