Reporting Internship/WEE Checklist

Congratulations on securing an internship or WEE (Work Education Experience).
Please follow the instructions below to earn 292/299 credit. We recommend
you report your internship at least one week prior to your desired class start.

| \/ Already Employed/Interning

r Login to JAIN at miracosta.edu/JAIN or scan the QR code @_ﬁ@
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If you have trouble logging into JAIN, please call the Career Center at 760-796-6772. h@"ﬁ;ﬁ

r Click Report Internship/WEE

On the left hand side of the screen click the menu, then click My Internship/WEE Records,
then click, *Add Internship/WEE in the upper left corner.
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r Fill out Company Information

Select Semester from drop down menu, click Continue. Enter company name in the field, click
Find. Select your company, click Select. If your company is not listed, click Not Found - Skip.

o Building 14, 2™ Floor, Career Center L 760-795-6772 Q&‘ www.miracosta.edu/careers

MiraCosta College shall provide access to educational programs and engage in employment practices that do not discriminate
based on accent, age, ancestry, citizenship status, color, disability, economic status, ethnic group identification, gender, sex,
marital status, medical condition, national origin, parental status, race, religion, sexual orientation or veteran status.



http://miracosta.edu/jain

Reporting Internship/WEE Checklist

Continue following the steps from the previous page
f Complete the form with your internship/work experience information

Ensure dates align with class dates. All internship classes end on last semester day.
Write in your chosen instructor in the Faculty Mentor field and enter desired unit amount

Add Internship/WEE

Select Organization

Select Your Company:

Enter your company name in the field below and click on [Find Organization.

se click [Select / Continue].
ick on [Not Found - Skipl.

Starts with (@) Contains.
r Verify Supervisor Information
Select Contact and click Select/Continue, then verify if contact is your supervisor. If
contact is not listed, click Not Found - Skip.
Select Contact ¥
Organization: MCC Career Center Industry: Edueation Website: www.miracosta.edu/careers
® Ingrid Phillips

r Enroll in your SURF course

Once your form has been processed, you will receive an email from
careers=miracosta.edu@mg.gradleaders.com with your enrollment information. Please follow
these steps carefully as 292/299 classes are hidden in SURF and cannot be searched simply.

You must complete the minimum hour requirements for each unit below, or you will
not pass the course. A student may not enroll in general work experience,
occupational work experience, or internship studies concurrently.

1 2 3 4
54 108 | 162 216

Students working a job not related to their major may enroll in WKEX 233 on SURF
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