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PROGRAM
GOALS

Provide students with hands-on, skills-based
work experience

Increase awareness of local career opportunities
Support employers with emerging talent
Strengthen Sarasota’s workforce pipeline

Interns Must:

e Be a graduating high school senior or currently
enrolled college student

e Be legally authorized to work in the United States

e Commit to the full internship schedule as agreed
upon with the employer

e Complete all required program forms and
orientations

EMPLOYER
ELIGIBILITY

Participating Employers Must:
e Be located in Sarasota/Manatee County
e Provide meaningful work aligned with intern
learning goals
e Designate a workplace supervisor or mentor
e Comply with all applicable wage and labor laws




APPLICATION &
PLACEMENT PROCESS

Interns submit an application through the Chamber’s
deS|gnated platform
e Interns may participate in a screening or intake interview
e Employers submit internship role descriptions
e The Chamber facilitates intern-employer matching
e Final placement is confirmed with both parties

COMPENSATION &
WORK SCHEDULE

e All internships are paid positions

e Hourly wage: minimum $15

e Typical work schedule: 20-25 hours per week for 9 weeks

e Interns are paid directly by the employer unless otherwise specified






SUPERVISION &
MENTORSHIP

Each intern must have a designated supervisor who will:
e Orient the intern to the workplace
e Set clear expectations and learning objectives
e Meet regularly with the intern
e Serve as the primary point of contact

Interns must adhere to:
e Employer dress code and workplace standards
e Confidentiality requirements
e Appropriate use of technology and social media
e Anti-harassment and nondiscrimination policies

*Failure to comply may result in dismissal from
the program.*




ATTENDANCE &
TIMEKEEPING

Interns must report hours worked accurately and on time

Employers must keep accurate records of intern time of employment
Absences must be communicated in advance to the supervisor
Excessive tardiness or absences may result in removal from the
program

PROBLEM
RESOLUTION I

If issues arise:
e Interns should first speak with their workplace supervisor
e |f unresolved, contact the Chamber program coordinator
e The Chamber reserves the right to reassign or terminate placements

e Interns may be required to complete a final reflection or survey
e Employers may complete a performance evaluation
e Successful completion may include a certificate or recognition



EMPLOYER
REIMBURSEMENTS

e The following must be submitted no later than Aug. 31.
o Records of hours during employment
o Reimbursement Application

o Last Paystub with Year-to-date
e Form W-9, Request for Taxpayer Identification Number and Certification

e Note: The Sarasota Chamber and InternConnect Program do not verify
employment eligibility, worker classification, or tax documentation.
These responsibilities remain with the participating employer.

PROGRAM
CONTACTS

Program Coordinator: Lorene Bauck
Email: |bauck@sarasotachamber.com
Phone: 941-556-4058

Greater Sarasota Chamber of Commerce
Phone: (941) 955-8187

Website: www.sarasotachamber.com _



mailto:lbauck@sarasotachamber.com
http://www.sarasotachamber.com/

ACKNOWLEDGEMENT

Please acknowledge that you have read and understand the guidelines
of the InternConnect Handbook by scanning below. Thank you.

Intern

Employer
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