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Please complete this form and send to name at email address by date.

	Company/organization:


	Industry/business type:

	Business address:


	Primary business contact:


	Primary contact phone number:

	Primary contact email:

	Preferred dates or day of week for a worksite tour:



	Exact location for group to meet the host for the worksite tour:



	Necessary identification and/or documentation for entry:



	Relevant safety regulations:



	Dress code / appropriate attire (be specific):



	What else should we be aware of prior to arriving at your place of work?  Please list any other important information to share with students prior to the worksite tour.




	Contact signature:



	Additional questions and/or comments:






Thank you for your support of the Academy of Theme.  Worksite tours are an important complement to what students are learning in the classroom and can make a real difference in the college and career choices that our students make.

Thank you!
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Thank you for agreeing to host a worksite tour for students from school name. To help you prepare, we have created the following checklist for the tour of your worksite. Please contact name at email address or phone number with any questions.

	Date of worksite tour:

	Arrival time:

	Arrival location:
	Tour duration:


	School contact name, phone number, and email address:



	Number of students attending the worksite tour:





	Worksite Tour Suggestions:
	Done?

	
· A worksite tour typically begins with a presentation that provides information about the organization, its mission, the overall industry, the kinds of careers offered, and what education and skills are necessary to be successful in these careers. Tell the students a little about yourself (professional background, etc.).

· The tour may be conducted with the whole group at once, or the students may be split into smaller groups to rotate through several departments or workstations.  

· Please provide information about any special security procedures, safety practices, or safety equipment that may be required.

· If you are willing, provide permission for photographs to be taken and/or information about the tour to be released.

· If there are students with special accommodations who are scheduled to participate in the tour, we will discuss whether and how they can be accommodated before arriving.

· If you have brochures or other information about your organization that you would like to distribute, we can do that before, during or after the tour.

· Worksite tours usually end with an opportunity for questions and answers. Students will be prepared to ask questions.

· Make sure the students are at the agreed-upon pick-up location at the appointed end time.
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