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Workplace Programs Template

Instructions: Use this form to record the steps you or your chapter determines necessary to develop job shadowing/ internship opportunities or other workplace programs.

Adapt the template as needed for the specific outreach activities your chapter undertakes. 

	Major Steps
	Additional Steps
	Lead
	Helpers
	Target Date
	Notes
	Completed
Date

	Contact school districts and departments of education regarding existing programs.
	
	
	
	
	
	

	Hold a planning meeting to determine scope of program, audience, desired outcomes, and evaluation methods.
	
	
	
	
	
	

	Solicit employers with job shadowing or internship opportunities using the Employer Opportunities Information Sheet Template 
	
	
	
	
	
	

	Plan program coordination efforts and select site coordinators.
	
	
	
	
	
	

	Promote each facility and program as a whole. 
	
	
	
	
	
	

	Prepare for student visits (FAQs, work plans, job profiles, exhibits, demonstrations, tours, etc.)
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