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Susan R. Cooper, 
Western Maricopa County Tech Prep 
4611 East Windsong

Flagstaff, AZ  86004 
Phone:    (602) 316-5655

Email:  susan.cooper@nau.edu  

Dear Update Participant:

Congratulations!  You have been accepted to participate in the 2009-2010 CTE UPDATE/INTERNSHIP PROGRAM. You need to be apprised of some information that will be important to you.  Please keep this LETTER AND INFORMATION PACKET.  STORE IT IN A SAFE PLACE.  Because of current funding, each intern will be paid $500.00 for each 40 hour week with a maximum of two weeks. 

1.
You will need to fill out the INFORMATION SHEET and return it to our office as soon as possible.  It is important that we have your home address and phone number.  The University will not send your stipend to your work address.

2.
You need to fill out the MEDIA RELEASE FORM.  You are goodwill ambassadors;  please cooperate with the host to publicize the program both for your benefit and for his.

3.
A BUSINESS HOST INFORMATION SHEET is included for you to peruse.  This will give you an idea of what the host expects of you and what you can expect of the business host.  This information and a letter will be sent to your Business Host from our office.  We suggest that you make an appointment with your host to introduce yourself, orient the host with the information, and learn any pertinent information that will affect your time at the worksite.  

4.
While you are at the business site, you will abide by that host's personnel rules, policies, and procedures.  Organization training manuals and related materials can be very helpful to orient yourself to the company's operation and expectations of employees.  Use the OBSERVATION POINTS to help you gain insight into the operation of the business.

5.
The first day at your site, you and your contact person should fill out your TRAINING PLAN to identify the goals that you want to accomplish during your experience.  This should closely pattern your previously completed application.  Mail a copy to our office.  

6.
Please CALL Susan about the second day to let us know how things are going.  We need to be aware of any problems that arise between you and your host.  In years past, the experiences have been very positive with very few problems.  We are certain that record will continue.  Both your Industry Host and you are excited about this program and are aware of the positive consequences for your students through this experience.

7.
It would be wise to keep a DAILY LOG of your activities so that it is easier to complete the EXIT INTERVIEW with your host.  If possible, one of us will visit you at your site during your experience.  

8.
Make sure you conduct your EXIT INTERVIEW with your contact person.  Our office will need a COPY of that INTERVIEW.

9.
Enclosed are COPIES OF SAMPLE THANK YOU LETTERS.  We suggest you send a thank you letter to your business host after completing your experience.  Copy us, your principal, your superintendent and anyone else you think is appropriate.

10.
You will need to write a ONE-TO-TWO PAGE SUMMARY of your experience and mail it to our office.  PLEASE TYPE.  We invite you to write an ARTICLE FOR PUBLICATION in your local paper, a professional publication, or perhaps the company paper describing the positive effects of your experience.  The publicity is good for you and your program.  A copy of the article should be sent to our office.

11.
Please fill out the TEACHER QUESTIONNAIRE after participating in the experience.  Mail it back to this office.

12.
You need to be aware of the fact that you are NOT AN EMPLOYEE OF EITHER NAU or the INDUSTRY HOST.  We have never had a participant injured during their experience, but if you are, please check with your OWN insurance company for coverage.

13.
Another component of the program is your development of one unit consisting of 


three lessons based upon your experience.  The format of the lesson should be what is

prescribed by your district, but a copy of it must be sent to me before your stipend can be paid.  

14.
All paperwork must be completed and returned to me by August 15, 2010 to ensure timely processing of your stipend.  
This is a wonderful opportunity for you to participate in an extremely worthwhile project.  Your students will benefit tremendously from your experience.  Approach your experience with a strong positive attitude.  If you have a question or problem, CALL ME at (602) 316-5655.    We want to know how things are going from the very beginning of your experience.  Have a great Internship!  

Sincerely, 

Susan Cooper
