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	Six Months before Engagement
	Complete?

	· Review school and district calendar.
· Review academy work-based learning plan:
· Review student learning outcomes to be met.
· Decide the profile of speaker(s) who could accomplish those outcomes.
· Decide when each outcome fits in the curriculum.
· Create a list of proposed dates and topics for guest speakers for the year and complete the Academy College and Career Events Calendar.
	

	Four Months before Engagement
	Complete?

	· Complete any required permission forms for your school and district:
· Photo release
· Volunteer paperwork
· Background check and fingerprinting process
· Meet with the advisory board and provide a list of proposed dates and topics for guest speakers for the year. Ask them to sign up, or to suggest guest speakers and provide contact information, or ask advisory board members to reach out to potential guest speakers on your behalf.
· Send advisory board members and suggested contacts the Guest Speaker Request Email and include:
· Business Partner Interest Survey
· Track interested guest speakers using the Work-Based Learning Tracking Spreadsheet. Continue outreach to fill empty spots.
	

	One Month before Engagement
	Complete?

	· Update the Guest Speaker Training PowerPoint to include academy information before attaching to Guest Speaker Confirmation Email 4-Weeks Before.
· Send Guest Speaker Confirmation Email 4-Weeks Before. Include for review:
· Guest Speaker Training PowerPoint
· Guest Speaker Presentation Template PowerPoint
· Send calendar invite to business partner(s) that reflects the date, time, and location of the engagement.
· Stock up on thank you cards.
· Ask office if they can mail thank you cards.
	

	One Week before Engagement
	Complete?

	· Inform the front office of guest speaker’s name, date, and time of presentation.
· Arrange to have a student or administrator escort the guest speaker from the front office to the classroom.
· Send Guest Speaker Confirmation Email 1-Week Before.
· Update the calendar invite to include any links or sign on information if virtual engagement.
· Provide students Guest Speaker Research Activity.
· Instruct students on dress for success by sharing the Professional Dress Guidelines document.
	

	One Day before Engagement
	Complete?

	· Make copies of any materials and ensure equipment is in working order. 
· Test presentation.
· Tell front office who the escort is; a hall pass may be required.
· Confirm escort and escort instructions.
· Remind students of expectations during guest speaker presentations.
· Provide students with thank you instructions and Professional Dress Guidelines.
· Fill in Work-Based Learning Tracking Spreadsheet.
	

	Day of Engagement
	Complete?

	· Arrive early to check classroom, technology, and materials. 
· Confirm that whoever is escorting the guest speaker from the building entrance is present and ready.  
· Escort guest speaker from front office to assigned classroom upon arrival, indicating restroom and any other important locations on the way, and asks if guest speaker needs anything else. Following the class period, the escort leads the guest speaker from the classroom back to the building entrance.
· Ensure all students have questions prepared.
· Classroom teacher role during guest speaker:
· Assist the guest speaker with set up, if necessary
· Introduce the guest speaker when students arrive
· Be sure students have their completed Guest Speaker Research Activity assignment to reference
· Take photographs
· Keep time and signal to guest speaker a 10-minute warning before end of session
· Ask questions of the guest speaker to get your students started, if needed
· Post on social media using #BeFutureReady and #WorkBasedLearning and tag @NAFCareerAcads on Facebook, Twitter, and Instagram.
	

	One Day after Engagement
	Complete?

	· Send Guest Speaker Thank You Email.
· Assign students:
· Guest Speaker Student Reflection (this activity prepares them for writing thank you note)
· Guest Speaker Student Thank You Note
· Work-Based Learning Student Evaluation
· Collect all student thank you notes to share with the guest speaker at one time (can be either email or paper).
· Ask students or front office to mail the thank you notes (if front office will mail them).
	

	One Week after Activity
	Complete?

	· Add guest speaker to Work-based Learning Tracking Spreadsheet if you have not completed yet.
· Send photos of your work-based learning event and a 4-sentence summary to NAF Communications, Advisory Boards, Administration, School District, and Superintendent - NAF wants to highlight your academy on social media and in NAF eNews.
	

	Ongoing
	Complete?

	· Contact the guest speaker again for other work-based learning activities and business partner appreciation events.  
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Hello,

We are asking the area business community to work with students from the Academy of Theme in one of a variety of work-based learning opportunities. Would you be willing to volunteer your time to help students connect classroom lessons with the world of college and careers?

Work-based learning opportunities allow volunteers to share information about their education, training, and job experiences and give students a unique look into the professional world that awaits them outside of high school. Students will have an opportunity to ask questions of the professionals. These interactions also give students a chance to practice professional behavior and elevate their comfort level in communicating with professionals.

As a result of work-based learning opportunities, students will be able to:
· Describe different careers and the basic pathways leading to a variety of careers
· Understand how core soft and technical skills are utilized and developed in the workplace
· Explain the importance of post-secondary education and training

Please join us in making a difference in the lives of young people. You have the opportunity to directly influence the next generation of leaders in your industry. We need your commitment, creativity, and energy to make sure they are prepared to begin a successful career in college and beyond.

Please review the attached Business Partner Interest Survey which highlights the various work-based learning opportunities. If you are interested in engaging with students, complete the survey and return it by replying to this email.

Thank you for your support of the Academy of Theme. We look forward to the opportunities that you and your peers in the industry sector provide that connect our academy students to businesses and organizations in our community.

Sincerely,

Name
Position
Academy of Theme
Email
Phone
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Email Subject: WBL Activity Confirmation

Dear insert name,

Thank you for your generous commitment to work with students in the Academy of Theme on date at time.  

This important experience will help students connect the lessons they are learning in the classroom with the professional world. These types of work-based learning engagements give students a chance to practice professional behavior and elevate their comfort level in communicating with professionals.  

Immediate Action Items
· Confirm you are still able to participate at the scheduled time. If there is a conflict, please contact me as soon as possible.
· Review all materials provided:
· Insert title of attachment 1
· Insert title of attachment 2
· Complete and return the following by Insert date, 1 week before engagement:
· Insert title to be returned 1
· Insert title to be returned 2
· Send any pre-work for students by Insert date, 1 week before engagement.
· Insert info about fingerprinting and background check here, if needed.

[If virtual also include these bullets]
· Confirm your video and audio work with insert video conferencing platform by testing the platform prior to the engagement.
· Video conferencing information will be provided by email one week prior to your engagement.

If you have any questions, please contact me by replying to this email or by calling phone number. We at the Academy of Theme look forward to welcoming you to our classroom.

Sincerely,

Name
Position
Academy of Theme
Email
Phone
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Email Subject: WBL Activity Confirmation

Dear insert name,

Thank you so much for volunteering your time to participate in insert work-based learning activity next week. The students have been preparing for this experience, and we hope you are as excited as they are to hear from you.

Below are a few details that we wanted to confirm and remind you of to make the visit run smoothly. We ask that you review this reminder in detail now and once again on the day of your visit. If you have any questions at all, please contact me by phone or email.

Date:
Time: 
Arrival Logistics
Location: Insert address or virtual platform
1. Park insert parking instructions
2. Check in insert location and include room and/or building number
a. Arrive 15 minutes early to navigate security or parking issues
3. Walk to the room with insert student escort name
If virtual:
1. Log on insert virtual platform via this link: insert link and call-in information in case of any computer audio issues

Materials - to be shared no later than one day before engagement
· Send any slides and participant materials - handout, working files, etc., if applicable.
· Communicate any technology needs.
· Bring business cards to share with the students (optional for in-person).
Attachments
· Insert title of attachment 1
· Insert title of attachment 2

If you have any questions or concerns, feel free to contact me. We want to make sure that both you and the students get as much out of this experience as possible, so please let us know if there is anything that we can do to further prepare for the engagement.

Thank you so much for your time.

Sincerely,
Name
Position
Academy of Theme
Email
Phone
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Email Subject: Thank You

Dear insert name,

Thank you so much for taking the time to participate in a work-based learning opportunity with our students at the Academy of Theme on date/yesterday. Your support of the Academy provides students the opportunity to make better informed decisions regarding their futures. The students gained valuable insight into the professional world, and we hope that you benefitted from this experience as well.

We hope that you will continue to be in involved in our students’ future work-based learning activities. Optional: insert any upcoming events, if known.

Sincerely,

Name
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