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Instruction for filling in the work booklet:
(
Jump from field to field using the TAB-key.

(
Jump back using: Shift-Tab.

(
Checking boxes: Use the mouse or the X-key.

(
Hard return/ Enter in a table: Just Enter.
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Place of the Internship:      
Address:

     
Zipcode, City:
     
Telephone:
     
Internship period:  from         till       
Name of your supervisor within the company:
     
Name of your school:
   



     
Name of your supervisor within your school:

     
Phone number of your school:



     
Important Data

1 Your Internship
Starting somewhere new is always a little strange, also at your internship. You will get used to it quickly though. Your supervisor will show you around and explain what you have to do. You will make agreements on your work for the period ahead. 
It is important to record your activities for every day in your log. Write down what left the biggest impression on you and with whom you cooperated. Make sure you agree with your supervisor to reserve some time to fill in your log.  

3.
Log
Day 1
Introduction
Walk through the whole log with your supervisor and make a schedule for your internship. 
Fill in the table. The schedule will expand by doing the assignments.

	When?
	What?
	Preparation
	Who is helping?

	day 1
	· Guided Tour
·      
	     
	     

	day 2
	· Work Organisation and Working Conditions
·      
	     
	     


	When?
	What?
	Preparation
	Who is helping?

	day 3
	· Interviews with co-workers
·      
	     
	     

	day 4
	· Assessment of your work
·      
	
	

	day 5
	· Evaluation
· My opinion on the company
· My opinion about the work
·      
	     
	     


Het laatste gesprek met       is op:      

My Experience of day 1
	
	What did your day look like? Answer the questions

	Daily schedule:
What did you do?
	     

	Who did you talk with?
What is their function within the company?
	     

	Describe the room you work in.
	     

	What tools/machines do you use?
	     


	Give a short discription of your work.
	     

	What functions/jobs did you encounter in the company?
	     

	Do you have a lot of contact with people outside the company?
With whom?
	     

	How does the company handle PR?
	     


	
	My opinion about day 1

	Place a logo, photo or leaflet of your internship company.
	

	Day 1 was :
	     


Dag 2
Work Organisation and Working Conditions

Today, you are going to research the structure of the company. Someone from Human Resources can probably help you with this. Discuss this with your supervisor..

Come up some questions concerning the company structure and the working conditions within the company. For example: 
· How many people work at the company?

· What does the company do/make?
· Do most people work alone or in groups?
· Are there large differences between the different kinds of work activities?
· Are there large differences in wages?
· How many days off do people get?
· What does the works council do?
· Are there staff parties?
Maybe you are allowed to look at someone’s payslip. .

What is on there? What does it mean?
Ask someone from HRM for an explanation.
	Participant Adm.

Automobiel BV

Handelskade 12

9700 AA  Groningen
	Social Security Number
123.456.789.10

H.A. Competent

Vaardigheidslaan 10

9731 BX  Dongen


	Date of Birth:

15-06-1990
	Date of Employment:

01-02-2005

	
	SALARY
PREMIUM PENSION

PSEUDOPREMIUM WW

PAYROLL TAX
INK.AFH.BIJDR.ZVW

NETTO
	
	
€
2.118,00


€
132,60

€
81,29


€
595,12


€
137,67


€
1.171,32


Example of a payslip.

	
	Answer the questions. The first questions are filled in. You have to come up with more questions yourself.

	What is a CEA?

Does the company have a CEA?
What are the most important points in the CEA?
	     

	What is the ARBO-agreement? 

How does the company implement this agreement?
	     

	     
	     

	     
	     

	     
	     

	     
	     


	Would like to work fort his company in this future?
Check the right box.

Also give a short explanation.
	My experience of day 2

	
	 Yes        No
Because      

	
	My opinion about day 2

	
	Day 2 :

     


Day 3
The interview

There work a lot of different people in your company that perform a variety of different tasks. Not all of these will be interesting to you, but some will. Try to find co-workers that perform the tasks that interest you. Discuss with your supervisor about who you can ask. Chose two and ask if you can interview them. The goal of the interview is to see if you like the work that this person is doing and why. 
How do you conduct the interview?
· Prepare you questions well. Type them out in tables.

· Take time to shortly write down the answers.

· Ask for an elaboration if an answer is unclear or incomplete.

· Always thank someone for the interview.

· Write down the answer in a concise manner. Expand them later.


Interview 1

Name of the interviewee:
     
Interviewee’s job:
     
	Questions
	Answers

	     
	     


	Questions
	Answers

	     
	     


Interview 2
Name of the interviewee:
     
Interviewee’s job:
     
	Questions
	Answers

	     
	     


	Questions
	Answers

	     
	     


	
	My opinion of day 3

	
	Day 3 was:
     


Day 4
Assessment of your Activities
You are now in your 4th day of your internship. You have notice the work rhythm is different than at school. There is no school bell for example. Write down your work schedule in the table below. You can use this to reflect later. Also take some photographs of your work day if possible.

You can also ask if someone can photography you!
	
	Activity
	Time

	Make an overview of your whole day.

You start in the moring and end when you come home.

Fill in the table.

Write down the time following your activity.
	Waking up
	from
     
till
     

	
	Having breakfast
	from
     
till
     

	
	Transport
	from
     
till
     

	
	Start working
	from
     
till
     

	
	Break
	from
     
till
     

	
	End of work
	from
     
till
     

	
	Transport
	from
     
till
     

	
	Home
	from
     
till
     


	Photograph of your Company


bijschrift:
	Photograph of your Workspace


bijschrift:
	Photography of your Lunchbreak


bijschrift:
	My opinion about day 4

	Day 4 was:

     


Answer the questions b. and c. later!!

	a.
Give this work day a grade.
1 = very bad
10 = super day
	a.
the grade I give this work day is a       

	b.
Also grade your first day of school after your internship.
	b.
Day of the week:       
date:      

This day was a         (1-10).

	c.
Compare the two grades. Do you notice something?
	c.
     


Dag 5
To Conclude
It is important to reflect with your supervisor at the end of your internship. For the company it is important to hear your experience at the company and your opinion about the business, because they can also learn from this. Your last day will consist of three parts:
· You give your opinion about the company.

· You give your opinion about your performance.

· Your supervisor will give his/her opinion about your performance.

You will finish two assignments before you have your meeting with your supervisor. You can take this form to your meeting.
	
	Check the right box

	a.
Give the opinion about the company 
	When I first arrived I knew where to go.

The building of the company is: 
Mijn werkomgeving was:

The materials and tools I had to work with were:
The work atmosphere was:

My co-workers enjoyed their work:

	
yes

no

good


average

bad

good


average

bad

modern


normal

old-fashioned

very good

good


average

bad

yes

no


	b.
The most interesting part of my internship was:
	     

	c.
The part of the internship I liked the least was:
	     


	
	Check the right box

	Give your opinion about your own performance.
	The work I had to do was:

I showed initiative in my work
I ….the work:
I was:

I think that I:

I ….with my co-workers:

I …. with my superiors:

When doing my work I got:

Did you get a good idea of the company?
	
good


average


bad


often

sometimes

little

really liked 


liked

disliked

always on time

sometimes late
   often late

functioned well from the start

start functioning better over time

did not function well

got along very well

got along

did not get along

got along very well


got along

did not get along


sufficient supervision

Not a lot of supervision

(almost) no supervision

yes

a little

no


	
	
	


	
	Check the right box

	Your supervisor will give his/her opinion about your performance.

Ask your supervisor if he/she can fill in this table and discuss it with you.
	The activities were performed with:

The tempo of the work was:

The intern was:

Tidiness of the intern was:

The intern was absent:
The intern showed this week:

The instructions were:

The tasks that were give were:
The interst for the work was:

The intern reacted to interaction with colleagues/co-workers/customers:
The intern reacted to interaction with superiors:
	
a lot of enthousiasm


enthousiasm

little enthousiasm


reluctance

fast

normal


slow

always on time

late sometimes

late often

good

sloppy

sometimes good, sometimes bad

never

almost never

often

a lot of initiative

some initiative

little initiative

followed well

followed well with supervision

not understood correctly

executed really well

executed correctly

executed averagely

executed poorly

often present

sometimes present

not really present

positively

negatively

positively

negatively



Final Assessment Supervisor:
Advice for the future:

     
     
Signature Supervisor stagebegeleider:
Signature Intern:

3.
Evaluation: What did I learn?

You have returned to school. It is a good idea to reflect on your internship with your mentor  or your student counsellor. Ask yourself questions like:

· What did I learn?

· What conclusions am I going to draw?

Below you find some job requirements and responsibilities. You probably encounter these in your internship. 
· Fill in this list before you have your final meeting at school!
	
	Kruis het juiste vakje aan of zet een kruisje bij het onderdeel

	During your internship you encountered some job responsibilities. 

Check the box if you think they apply to you:
1 = very little
2 = little
3 = some
4 = a lot
If the responsibility does not fit you, you mark the box with an X.


	
X
1
2
3
4

Cooperation
     




Creativity
     




Knowledge of Languages
     




Looking representable
     




Calculation
     




Listening
     




Being on Time
     




Planning ahead
     




Working with ‘foul’ substances
     




Working under time pressure
     




Taking responsibility
     




Walking/standing for long periods 

of time
     




Working quickly
     




Working precise and accurately
     




Taking Initiative
     




Keeping your work place clean
and hygienic                                              




Dealing with Feelings
     




Interpreting Drawings
     




Working outside
     






	
	


Show this list to your mentor or student counsellor and ask for his/her opinion.
	a.
The most important thing I learned during my internship was:

b.
Draw your end conclusion. Grade from 1 to 10.

c.
Did this internship make your choice for a further study easier? 
Keep in mind your profile you have chosen.
	a.
     
b.
I grade my internship with a       

Motivation:


     



c.
     


Notes
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