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Western Maricopa County Tech Prep Consortium

Educator Update/Internship Information Packet
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2009-2010 TRAINING PLAN/AGREEMENT
Participant's Name ________________________________________________   

Date___________________________
    Program Area __________________________________
________________________________________________________________________________
School


Street Address/Box


City


Zip Code

________________________________________________________________________________
Business/Industry
Street Address/Box


City


Zip Code

________________________________________________________________________________
Business/Industry 
Host/Contact



Phone #

Fax #

Internship Dates:_________________________________   
 Work Hours:_____________________
UPDATING ACTIVITIES:  Developed with business host; approval of Program Coordinator required.

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Signed:___________________________________Signed:_________________________________
   


   Participant




    
        Business/Industry Host

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

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

Email:  susan.cooper@nau.edu  

[image: image3]
2009/2010 BUSINESS/INDUSTRY HOST INFORMATION
The Educator Update/Internship program, conducted by Western Maricopa County Tech Prep Consortium is open to Career and Technical secondary teachers and counselors working in CTE programs that are currently articulated to post-secondary CTE programs are in the process of becoming articulated to post-secondary CTE programs.  The purpose is to provide "hands-on" updating in an appropriate business/industry or social service agency with a focused, intense training plan.  Major emphasis is placed on experiences in new technology, occupational skills and methods of operation in the business world.  The externship will enable the educator to update his/her curriculum and/or teaching methods in a specific manner.

While the salary will be paid by the consortium, the industry or social agency host plays the most important role in this program.  Basically, the host will:

1.
provide the externship opportunity at the business location;

2.
follow a mutually developed training plan focusing on the updating objectives;

3.
allow the educator to work in a productive capacity;

4.
designate a contact person to interact with the Project Director and the educator during the experience.

The educator is expected to:

1.
work 40-80 hours according to the training plan; 

2.
follow your personnel policies, where appropriate;

3.
ask for meetings, as needed, to stay on target with training plan;

4.
schedule and complete an exit interview with the host and/or contact person.

The educator will be most interested in opportunities to:

1.
learn about the administrative structure--organizational chart;

2.
participate in appropriate staff meetings;

3.
learn about, participate in training programs and, when appropriate, have access to training materials which apply to the teacher's instructional area;

4.
learn about current industry standards;

5.
learn about requirements for new employees (including occupational skills, academic requirements, and information on how new employees are recruited and hired);

6.
create a network for ongoing program assistance.

This program is planned not only to update the educator but to increase the understanding of some of the challenges faced by business/social agencies today.

We encourage you to publicize your participation in this effort through your company's publications.  The teacher has been asked to bring a black and white photo, if available, for this purpose.  The teacher also will check with you about taking pictures and videos during their experience.

Our educators are charged with preparing tomorrow's work force--they need your help to do this successfully!  Thank you for you support.  If you have questions concerning this program, please call:
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 PERSONAL INFORMATION OF UPDATE PARTICIPANT
NAME_______________________________________________________________________

HOME ADDRESS____________________________________________________________________
____________________________________________________________ZIP______________
HOME PHONE #_____________________________

IN CASE OF EMERGENCY, CALL______________________________________________ 
PHONE #____________________________________
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2009-2010 EDUCATOR UPDATE/INTERNSHIP PROGRAM
POINTS THAT INTERNS SHOULD OBSERVE ON THE JOB SITE
Things to watch for:
~
New skills and tasks performed in the work--those that should be incorporated in the curriculum

~
Supplies or equipment needed to implement new skills/tasks

~
Skills and/or tasks that should be eliminated from the curriculum

~
Employees' attitudes/behaviors observed that should be shared with students

~
Company organizational facts about staff responsibilities observed that should be shared with students

~
People who can provide program assistance

~
Job opportunities for my students

~
Ways to use this experience with my Advisory Committee

~
Other things experienced that might be of value
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EDUCATOR UPDATE/INTERNSHIP PROGRAM
IMPORTANT NOTICE

While it is certainly assumed that no one would be injured during this experience, we should discuss what might happen in that event.  By the way, no one participating in similar programs over the past eighteen years has had any injury or illness due to the internship experience.

As an intern, you are not an employee of the business in which you are working; and you are therefore not covered by that business' worker's compensation insurance.  In the event of an accident or injury that would occur at the business site during your externship, the business might be liable if their negligence caused the accident or injury.

As an intern, you are also not an employee of AZ Tech Prep and not covered by worker's compensation of this organization. 
You may be covered by your school district, depending upon the terms of your employment contract and the policies of your district.  You might want to talk to your district personnel office regarding this.

__________________________________________

________________________

Participant







Date

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

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

Email:  susan.cooper@nau.edu  
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2009-2010 EDUCATOR UPDATE/INTERNSHIP PROGRAM
MEDIA RELEASE
Western Maricopa County Tech Prep Consortium has my permission to use my photographs and any other materials related to the Educator Externship Program in any of their publications.
__________________________________________                                                                         
Name

__________________________________________                                                                         
School

__________________________________________                                                                         
Date

SAMPLE

(Date)

ATTENTION:

I want to thank you for working as the contact person during my internship.  Not only were you a very positive influence in making this a valuable experience for me so that I can take back technical skills to be used in the classroom, but you helped to provide an excellent training situation.

Aside from gaining an overview of the                                           , the in-depth training on the                will be of great value to me when returning to the classroom this fall.

Thank you so much for facilitating my internship, providing guidance in developing my training plan, and introducing me to some wonderful people.  I realize the importance of everyone's time at                                                                 and very much appreciate the company giving me the opportunity to serve as an intern and allowing me to work in a productive capacity.

                                                  has not only provided me with the chance to update areas in my curriculum but has helped me to increase the understanding of some of the challenges faced by business.  Again, thank you for this wonderful experience, and I look forward to any future contact we might have.

Sincerely,

CC  
Susan Cooper, 

Your School Principal

SAMPLE

(Date)

Dear

Thank you so much for the time you spent with me telling me about your job, your responsibilities, and especially about you.  It is nice to know that there are people who are so warm and giving that work for such a large company.  Sometimes we forget that such a company is made up of warm, wonderful people after all.

The information you shared with me will definitely enhance my classes and give a spark to any and all presentations made as well as curriculum revisions and long range goals for our                                      Department.

Thank you, also, for being so candid with me; I really appreciate it.  Good luck to you.  How about becoming a teacher?  I know, I've got to be kidding!!!

Thank you for your kindness.

Sincerely,

cc
Susan Cooper, 

Your School Principal
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2009-2010 EDUCATOR UPDATE/INTERNSHIP PROGRAM
EMPLOYER EXIT QUESTIONNAIRE (Conducted and completed by Educator with employer)

Business___________________________________________Teacher_________________________________
Business Contact(s)__________________________________________________________
1.
List the main activities from the Training Plan/Agreement and comment on the level of accomplishment.  Please mention limitations if appropriate.

Activity_____________________________________________________________________________
Comment____________________________________________________________________________
Activity_____________________________________________________________________________
Comment____________________________________________________________________________
Activity_____________________________________________________________________________
Comment____________________________________________________________________________
Activity_____________________________________________________________________________
Comment ___________________________________________________________________________
(Use additional sheet if necessary)

2.
What is your opinion of the experience length?

               Appropriate                         Longer                         Shorter

3.
What did you and/or your business gain by hosting this educator?  ______________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4.
Do you have suggestions to add to the Business/Industry Host Information sheet?__________________
________________________________________________________________________________________________________________________________________________________________________
5.
What suggestions do you have to improve the program? _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6.
Are you willing to be the business/industry host for other educators?  YES             NO  ______        
Comments                                                                                                                                  _________          ______________________________________________________________________________
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CERTIFICATION OF COMPLETION
This is to certify that                                                                      has completed                 hours of 
Educator Update/Internship from                                          , to                                      , 20__ .

SIGNED______________________________________________________________________                                                                                                                                        


Business Contact





Position

SIGNED______________________________________________________________________                                                                                                                                       


Teacher






School

Date________________________                                               
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2009-2010  Educator Update/Internship Program
EDUCATOR EXIT QUESTIONNAIRE (Completed after Experience)

Name                                                                                           Program Area                                                        
    
Business                                                                                                                                                                     
     
Business Contact(s)                                                                                    
Phone                                                 
                        
1.
Did the Updating Program meet your overall expectations?     Yes                  No __________           
If "no," how could the experience be changed to help meet your goals?                              ______          
      

2.
Was the Program specific enough to help you change/improve your educational program?  YES _   NO  __          
3.
Was the Program long enough for you to complete the agreed upon activities?     YES         NO____        
4.
How would you rate the working conditions during the externship?

Excellent                         Satisfactory                         Not Satisfactory ______________                  
5.
What was the level of director of assistance given by your business contact(s)?

Excellent                         Satisfactory                         Not Satisfactory ______________                
6.
List the main updating activities from the Training Plan/Agreement and comment on the level of accomplishment.  Please mention limitations if appropriate.

Activity                                                                                                                                                                
 
Comment                                                                                                                                                              
 

       Activity                                                                                                                                                               


Comment  ______________________________________________________________________________                                                                                                                                                                    
Activity                                                                                                                                                                
  
Comment                                                                                                                                                              
  

(Use additional sheet if necessary)

7.
Did you have an opportunity to:

Yes            No         
Learn about the company’s administrative structure-organization?

      Yes            No         
Participate in appropriate staff meetings?

            Yes            No             Learn about and participate in company training programs and, when appropriate, 




      have access to company training materials which apply to their instructional area?

       Yes            No         
Learn about current industry standards?

              Yes            No           Learn about requirements for new employees (including occupational skills, 




      academic requirements, and information on how new employees are found and 




      hired)?

       Yes            No         
Create a network for ongoing program assistance?

8.
Was your Internship publicized in any way by the business?     YES               NO   ___        
        If Yes, how?                                                                                                                                                
     
9.
Was there any exposure to "continuous improvement process/total quality management" concept?


Yes            No         
If Yes, how?                                                                                                           
 

10.  How frequently did you meet with your contact(s)?                                                                                        
  
11.  Did you invite and/or arrange for your host to visit your classroom this fall?  YES          NO___       
 Comment                                                                                                                                                         
   

12.
What was the most outstanding part of your Update/Internship?                                                                        
       

13.
What did you gain that you did not expect?                                                                                                        
   

14.
What will occur in your program/classes as a result of this experience?                                                            
   

15.
What suggestions do you have for the program?    _____                                                                           
    

Additional Comments                                                                                                                                               
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