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4. 

 



5. 

 

WHAT IS STEP UP? 

 
 

MISSION 

 

THE PARTNERSHIP 

• 

• 

• 

 

 

  



6. 

 

 

PROGRAM TIMELINE 

 

• 

• 

• 

• 

• 

 

 

 

 

 

  

https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=LzN8rW


7. 

PROGRAM LEVELS 

• 

• 

• 

• 

• 

• 

ABOUT OUR YOUTH 

• 

• 

• 

• 

o 

o 

o 

o 

o 

o 

o 

o 

o 

 



8. 

 

 

KEY CONTACTS 

• 

• 

• 

• 

• Forms Packet 

mailto:Tammy.Dickinson@Minneapolismn.gov
mailto:StepUpInfo@minneapolismn.gov
mailto:StepUpMinneapolis@gmail.com
mailto:StepUpInfo@AchieveTwinCities.org
mailto:Maryan.Sharif-Abdinassir@Minneapolismn.gov
mailto:SKosloski@AchieveTwinCities.org
mailto:StepUp@ppl-inc.org
https://www.minneapolismn.gov/government/programs-initiatives/step-up/
https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=9WDwxJ
https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=9WDwxJ
https://accounts.intuit.com/app/sign-in?app_group=QBTime&asset_alias=Intuit.qbshared.tsheets&redirect_uri=https%3A%2F%2Ftsheets.intuit.com
https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=a0aTnm


9. 

Section 2 - 
The 9 Elements of the 
Successful Worksite 
Supervisor 



10. 

ELEMENT 1: Use Your Supervisor Orientation Resources 

• 

• 

• 

• 

• 

o 

o 

o 

ELEMENT 2: Take Time to Prepare 

ELEMENT 3: Provide a Workplace Orientation 

ELEMENT 4: Provide a Safety Orientation 

ELEMENT 5: Provide Supervision and Frequent Communication 

• 

• 

https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms/Training%20Videos?csf=1&web=1&e=wz2Pei
https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=TqdlLX
https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=TqdlLX


11. 

ELEMENT 6: Report Injuries! 

ELEMENT 7: Track Attendance and Submit Time (as needed) 

ELEMENT 8: Abide By All Applicable Laws 

• 

• 

• 

• 

ELEMENT 9: End on a Positive Note! 

• 

• 

mailto:Tammy.Dickinson@minneapolismn.gov
https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=TqdlLX
https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=XIUSHW
https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=XIUSHW
https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=XIUSHW
https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=XIUSHW


12. 

Section 3 - 
Preparing for a 
High-Quality Internship 
Experience 



13. 

CREATING A GREAT SUMMER EXPERIENCE 



14. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I would suggest 
making sure 

co-workers aren’t 
saying/being rude 
to other workers. 

That can make 
everyone feel 

unwelcome and 
uncomfortable. 

- 2017 Step Up 

Participant 



15. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



16. 

Define Work & Develop A Work Plan 

• 

• 

Making the Work 
Meaningful 

Since these are entry-level 
internships, it’s important to 
keep your intern motivated by 
making the work meaningful. 
Here are some tips: 

• Identify projects that are 
adequately challenging and 
interesting but require little 
supervision after initial 
training. 

• Provide variety in work tasks. 

• Allow your intern to build 
new skills by selecting projects 
that focus on deeper 
development of skills. 

• Select projects that will have 
an impact on your workplace. 

• Establish clear and 
measurable goals. 

https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=TqdlLX


17. 

Section 4 - 

Important Activities 

for the Intern s First 

Week 



18. 

PREPARE FOR A STEP UP INTERN’S ARRIVAL 

 

 

 

 

 

 

 

 

 

 

What to Expect the First Day/Week of Work: 

 

 

 

 

 

 

 

 

 

  

Sample Orientation 

Schedule 

8:00 Interns arrive 

8:10 Welcome & introductions 

8:15 Ice breakers/Name 

games 

8:45 Quick tour 

9:00 Orientation overview 

9:15 Workplace expectations 

9:45 Position overview/Goals 

10:15 Break 

10:30 Ice breaker 

10:45 Jeopardy (Policies and 

Procedures review) 

11:15 Summer overview/long- 

range projects 

11:30 Timesheets (what to do if 

you are late or absent) 

11:50 What to expect the rest of 

the week 

12:00 Dismiss 



19. 

• 
• 

• 
• 
• 
• 

• 
• 
• 
• 

• 

• 
• 

• 
• 
• 
• 

• 
• 

• 

• 
• 

• 

• 

• 
• 

• 



20. 

 

Professional Development Opportunities 

• 

• 

• 

• 

• 

• 

• 

 



21. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• 

• 

• 



22. 

Section 5 - 

Supervision & 

Communication 



23. 

Supervision 

 

 

 

 

 

 

• 

• 

• 

• 

• 

It’s been awesome having someone 
from the next generation at our 
company. The energy, spirit, and 

excitement our intern brought to the 
workplace has been amazing! 

 
- 2021 Step Up Supervisor, Alyse 

from Mercury Mosaics 



24. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



25. 

Types and Frequency of Feedback 

 

Calendar-Driven Feedback 

Daily Weekly

What if my intern 
is unreceptive to 

feedback or 
struggles with It? 

https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=2kCkql


26. 

Tools for Feedback and Improved Conversations 

https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=2kCkql
https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=2kCkql


27. 

Stances of Inquiry 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

 
 

 
 

 

 

 



28. 

 

Difficult Conversations 

 

 

 

 

 

 

 

 

 

 

Youth Development 
Reminders! 



29. 

LEARN Model of Cultural Communication 

 

Listen with empathy and understanding to the 

person’s perception of a situation 
 

Explain your own perception of the situation 
 

Acknowledge and discuss differences and similarities 
 

Recommend solutions 
 

Negotiate an agreement 

 

 
Scenario: 

 

 



30. 

. 

https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=2kCkql


31. 

Section 6 - 

Working with Youth 
 



32. 

Adolescent Development and Implications for Supervisors 

• The brain begins to develop stronger links between the 

hippocampus, a sort of memory directory, and frontal areas 

that set goals and weigh different agendas. 

• Teens begin developing the ability to integrate memory and 

experience into their decision making. Developing the 

ability for abstract thinking. 

  

• The young person’s brain is learning to use its new neural 

networks. 

• While creating new ways to learn and think it can also 

create inconsistency in behavior as neural networks are 

developing, sometimes resulting in challenging behavior. 

  

• Young people participate in increased risk taking, not 

because they don’t understand consequences, but 

because a young person’s brain weighs risk vs. reward 

differently than the adult brain, usually placing a higher 

value on reward than risk. 

• Teens willing to push boundaries more than adults to try 

new things and discover new opportunities / solutions. 

What may seem like “common sense” to an adult, is not 

perceived the same by a teen. 

  

• The young person’s brain is especially attuned to oxytocin, 

a neural hormone, which (among other things) makes 

social connections more rewarding than most 

interactions. 

• Building relationships is often a top priority This focus can 

be an asset in building supportive relationships or 

developing communication and teamwork skills. This can 

also be different across cultures. 

  

• Young people gravitate toward peers to invest in the future 

rather than the past. They enter a world made by parents 

and caregivers but will live and prosper (or not) most of 

their lives in a world run and re-made by their peers. 

• Acceptance/respect from peers often takes precedence 

over pleasing adults to earn their respect or acceptance. 

  

• Developing personal sense of identity and value system 

and learning about how the two are related. 

• Open to trying new things, discussing ideas and concepts, 

pushing accepted norms. Can result in drastic changes in 

social choices, attitudes, and beliefs. 

  

• Increasing sense of independence from family/ caregivers 

combined with taking on more responsibilities begins the 

creation of self-reliance and self-efficacy.

• Excited to give something to their community, 

renegotiating their relationship with caregivers/adults, 

ready to take on new challenges, and prove they are 

capable. 

  

• Bodies are maturing, often rapidly changing. • Adjusting to a new physical sense of self, discovering 

sexuality and learning to manage the often-dramatic shift. 

  

• Circadian rhythms of adolescents are dramatically 

different than younger children and adults, causing a 

sleep-wake cycle that is not in line with most of society. 

• Have a harder time waking up or falling asleep (even if 

tired). This lack of sleep can impact their ability to learn or 

remember new concepts and cause irritability. 

  

Typical Changes During Adolescence Typical Teen Responses to Changes 

https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=2kCkql


33. 

 

 

 
 

 
 



34. 

CULTURALLY SMART RELATIONSHIPS 

 

 

 

 

 

 

 

 

 

Culturally 
Smart is 

NOT: 

✖ 
 

 

✖ 
 

✖ 
 

✖ 
 

 

✖ 

A trivia game of who can list off the 

most facts of a culture 

Limited to only race and ethnicity 

About making zero mistakes 

One-sided: learning only about 

another culture 

A destination 

Culturally 
Smart 

IS: 

✔ An ongoing process of learning 
about other cultures 

✔ Being aware of the many aspects of culture 

✔ About having the courage to make mistakes 
and wisdom to learn from them 

✔ Multi-faceted: learning about another 
culture and about yourself 

✔ A journey 



35. 

Implicit Bias 

Recognizing Implicit Bias 

 

 

 

 

 

 

 

 

 

http://www.ncbi.nlm.nih.gov/pmc/articles/PMC3603687/


36. 

Microaggressions 

 

 

 

 

 

 

 

 

 

 

 

 

Micro-aggressive 
Comment 

...Message it 
Sends 



37. 

Working with Gen Z 

• 

• 

• 

Neurodiversity 

Mental and Emotional Wellbeing 



38. 

 

 

MENTORING & DEVELOPING 

 

1. Build Trust 2. LISTEN! 3. Explore from Their 
Perspective 

4. Encourage Reflection 5. Withhold Judgment 6. No Assumptions 



39. 

7. Boundaries Are Key 8. Be Yourself! 

9. Be Open to the 
Possibilities 

10. Follow Up 

 

Adult Experience 

Share Your Work History 

Talk About Your Education 



40. 

’  

Focus on building these 12 skills in your intern during the summer 



41. 

Skills Goal 1: Plan: 
 

 

 

 

Skills Goal 2: Plan: 
 

 

 

 

Skills Goal 3: Plan: 
 

 

 

 

 

 

 

 



42. 

 

http://www.stepupmpls.org/
https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=2kCkql


43. 

Section 7   

Supporting You 



44. 

SUPPORTING YOU 

STEP UP JOB COACHES 



45. 

VIDEOS AND TRAINING 

COFFEE CORNER 

PROGRAM OR DISCRIMINATION COMPLAINTS 

INTERN SUPPORT RESOURCES 

 

https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=IeqfmO
https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=2kCkql


46. 

 
 

 

Section 8 - 

Finishing Strong 



47. 

 

FINAL PROJECTS AND PRESENTATIONS 

WORKPLACE CELEBRATIONS 

• 

• 

• 

• 

LETTERS OF RECOMMENDATION 

STAYING CONNECTED 



48. 

Section 9: 

When Step Up is 

Paying the Intern 

 



49. 

SUPERVISOR’S RESPONSIBILITY 

WORK HOURS 

• 

• 

• 

DAILY WORK ATTENDANCE SHEETS 

https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=LO0Ol1


50. 

 

 

NEW: EARNED SAFE AND SICK TIME (ESST) 

 

 

• 

• 

• 

• 

• 

 

https://www.dli.mn.gov/sick-leave


51. 

SUPERVISOR TIMECARD INSTRUCTIONS 



52. 



53. 

APPENDIX 



54. 

 

https://minneapolismngov.sharepoint.com/:f:/r/teams/s00089/Agency/0%20-%20Resources%20and%20Forms?csf=1&web=1&e=dEZOCJ


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Connect with us @StepUpMpls and 

#StepUpMpls: 


