
 

YouthForce Internship - Summer 2019  
Program Overview & FAQs - For Families 

 

YouthForce Internship Overview: 
YouthForce NOLA Internship is a selective, paid work experience and training program that includes 60 
hours of Training and 90 hours of an Internship. We hire youth to work in one of three fields: 

● Digital Media/IT (Software Development, Graphic Design, Marketing, Coding, IT) 
● Health Sciences (Hospitals, Labs, Clinics, Public Health Organizations) 
● Skilled Crafts (Engineering, Construction, Architecture, Energy, Advanced Manufacturing) 

 
Eligibility Requirements for Students: 

● Rising seniors, which means students currently completing their junior year (class of 2020) 
● Enrolled at YouthForce NOLA Partner or Affiliate high school  
● Orleans Parish residents 
● Able to attend every day of training from 8:30AM-1:00PM (May 29 - June 11, June 17-20, June 

28,  July 12) and  available to work ~20 hours/week at their internship placement June 24-July 26 
 

What makes YouthForce NOLA a unique opportunity for the student? 
● Training prior to internships to ensure students are prepared to navigate the world of work 
● Opportunities to network with leaders from a variety of industries across the city  
● Coaching support throughout the internship experience  
● Gain experience in a professional workplace 
● Opportunity to develop a mentorship relationship with an adult and earn a letter of 

recommendation for college and/or additional job opportunities  
● Access to entry points for higher paying jobs, resulting in higher earning potential in the long 

term 
● Interns are compensated for both training and their internship, earning tax-free stipends!  

 
Compensation: 

● Interns will receive up to $1,200 tax free if they successfully complete the program.  
● Interns will also receive RTA transit passes for transportation to and from training and the 

internship. 
● Interns also receive lunch for free on training days.  Please note interns are responsible for their 

own meals during their internship work days. 
 
Communication:  

● In an effort to best prepare students for the world of work, email is the main form of 
communication in the YouthForce Internship program.  

● Interns will be expected to check their email daily and respond to email from YouthForce staff, 
as well as their internship supervisor(s). 

 
Program Timeline 

● Orientation: April 30, May 1, May 6, May 9 - Mandatory for student + parent/guardian to attend 
one of the four orientation events 

● Training: May 29 -  June 20, plus June 28, and July 12 (most training sessions occur 
8:30am-1:00pm, with some exceptions for special events)  

● Internship: June 24-July 26 (~20 hours per week) 
● Closing Ceremony: Late July/Early August (date TBD), in the evening - families will also be 

invited to join the celebration! 

1 



 

 
Program Requirements: 

● Attend an Orientation Session w/ a parent or guardian, and submit required paperwork  
● 100% attendance in 60-hour work-readiness training 
● 100% attendance and enthusiastic completion of 90-hour internship 
● A positive attitude and an openness to growth  
● Dress professionally for both training and internship  
● Direct and open communication with employer and YouthForce team 
● Complete required deliverables, including surveys and other assignments  
● Participate in weekly check ins with coach throughout internship 

 

Frequently Asked Questions  
 
Q: What if the intern already has a part-time job - can s/he also participate the YouthForce Internship 
program? 
A: Yes! It is possible for YouthForce interns to still maintain an additional part-time job. However, this 
will require additional planning and thoughtfulness about your child’s scheduling to ensure s/he is able 
to report for both jobs and keep up with his/her school responsibilities.  We recommend that any intern 
who holds an additional part-time job have a conversation with their boss to let them know they are 
participating in this program, and provide his/her supervisor his/her internship schedule.  YFI training 
dates are not negotiable, so students will need to schedule additional part-time work around these 
dates. We have found most interns holding another job find it easiest to work their internships in the 
morning, and tell their part-time boss they are only available in the afternoon/evening and weekends. 
 
Q: What type of support will the intern receive in this program? 
A: Once interns complete training, his/her YouthForce Coach will remain in close contact throughout the 
internship through regular in-person and telephonic check-ins. The purpose of the check-ins are to 
ensure each intern is enjoying their internship and feels valued and respected at his/her work site, and 
to support them through any questions or challenges with their internship. A YouthForce Coach will 
contact each intern on a weekly basis, alternating between phone calls and in-person visits at your 
child’s work site or central meeting point. In addition, Coaches will ensure the interns are successfully 
navigating public transportation, receiving paychecks on time, and are on track to complete their 
90-hour work requirement.  
 
Q: What will the intern’s schedule look like during training? 
A:  Training sessions will typically take place from 8:30am-1:00pm. The schedule varies slightly on a few 
days due to special events.  A full calendar will be provided at orientation.  Interns should plan to arrive 
before 8:30am, so they are in the training room and clocked in by start time.  At 1pm, interns are 
dismissed and have the opportunity to receive a free lunch, which they can eat on site or take with them 
to go.  During both the training and internship phase of the program, all students are expected to 
commit to strong attendance, on-time arrival, and professional communication of  any changes in their 
schedule well in advance (minimum 24 hour notice). 
 
Q: What will the intern’s schedule look like during their internship? 
A: Schedules will vary, but most internship supervisors request that their interns work 3 full days per 
week or work nearly every day for a half day (morning or afternoon). Interns will typically not work on 
Fridays, unless there is a special event or circumstance.  The YouthForce Internship staff will work with 
each student to determine the best internship schedule, taking into account additional commitments, 
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and then support the interns in crafting a final internship schedule with their employer. It is the full 
responsibility of the students to understand their schedules and to inform their coach and their 
internship supervisor when they are unavailable to work at their internship. Habitual changing of an 
internship schedule and absences, (without advance notice) will result in removal from the program.  
 
Q: How will the intern be compensated? 
A: Interns can earn up to $1,200 throughout the program, dispersed in three payments throughout the 
program in the form of tax-free financial awards.  Interns must complete their required hours (by 
attending the mandatory training sessions and working their internship hours as scheduled) and 
complete key program requirements (deliverables, check ins with their coach, etc).   Interns must also 
clock in and out of their internship via the ImBlaze app, and obtain approval from their supervisor and 
coach.  Interns will be provided a pay schedule on their first day of training.  All interns should have a 
bank account and enroll in direct deposit.  Additional information and support is available as needed. 
 
Q:  What do they need to set up a bank account and to enroll in direct deposit? 
A:  Each bank has their own set of requirements for opening a bank account.  There are several banks in 
the area that will allow students to open a bank account without a parent/guardian, including 
Woodforest Bank (located inside of Walmart) and Iberia Bank. The YouthForce team can assist students 
with setting up a bank account if needed.  To set up direct deposit, simply ask your bank for a direct 
deposit slip or print one from your online banking account if that feature is available. 
 
Q:  What additional paperwork will students and parents/guardians need to fill out? 
A:  All students will need to fill out a work permit application for YFI and file the application with their 
school or Job 1, then submit the approved work permit to the YFI staff.  YFI will ask all students to 
submit a photo/video release form, data consent form, an info gathering forms at orientation, which will 
require a  parents/guardian signature.  Student-interns will also need to complete and submit a W9 and 
direct deposit in order to be paid; these documents do not require a parent/guardian signature. Please 
note if the student will be 18 on or before May 29, they do not need a work permit, and they can fill out 
and sign all of the other paperwork without a parent/guardian signature.  However, we do still ask that 
their parents attend the orientation to find out pertinent information and help their young person 
complete the paperwork as needed. 
 
Q: How will the intern be transported to and from training and their internship? 
A: All YouthForce interns will be provided RTA passes to cover their transportation during training and 
their internship. YouthForce Internship staff will support the interns in mapping out their routes and 
planning their schedules accordingly.  
 
Q: What should interns wear to training and their internship? 
A: During training, students are required to wear business casual which includes: 

● Slacks or khakis 

● Dress shirt or blouse 

● Open-collar or polo shirt 

● Optional tie 

● Dress or skirt at knee-length or longer 

● Knit shirt or sweater 

● Loafers or dress shoes that cover all or most of the foot 

A: During internships, the employers will communicate the appropriate dress code in their offices on the 

first day. Interns must comply with the dress code outlined by their employer. 
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Q:   What do students do and learn about in training?  
A:  The training curriculum is designed to prepare all participants for their summer internship and 
beyond.  Major training topics include: soft skills (problem solving, communication, collaboration, etc), 
business etiquette (professional dress, handshakes, small talk, email etiquette, etc), job seeking skills 
(personal pitch, interview skills, company research, networking, LinkedIn, resumes), life literacies 
(financial literacy, scheduling, digital literacy), and industry exposure.  Through a variety of information 
sessions, workshops, interactive activities, guest speakers and panels, networking events, and more, we 
help students prepare for the world of work and develop the confidence to successfully navigate a new 
job this summer!  
 
Q:  What is the Closing Ceremony? 
A: Closing Ceremony is the end of program celebration of YouthForce Interns!  YFI staff, coaches, 
employers, interns, and their families come together for a special event for some end of summer fun 
and to recognize the success of our amazing young people! The event will occur during the last week of 
July, and your child will receive an invite to RSVP on behalf of themselves and their family in early July!  
 
Q:  How can a parent/guardian support an intern through this experience? 
A:  The most impactful thing parents can do is check in with their child and ask them about their 
experiences.  If you’d like to go above and beyond, it certainly doesn’t hurt if you reinforce some of the 
key soft skills employers say are most important - stick to your schedule, show up on time, communicate 
professionally, and bring your best attitude to work.  If you have any questions or concerns about the 
program or your student’s internship, feel free to reach out to us at internship@youthforcenola.org or 
directly to his/her internship coach. 
 
For more information, check us out online at youthforcenola.org!  
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