
 

 
 

SUGGESTED ACTIVITIES  
FOR A TEACHER EXTERN 

 

 

1. Provide tour of your facilities and departments: 
 Offices 
 Meeting rooms 
 Common areas, bulletin boards/announcements  
 Training/technology-related equipment and/or facilities 
 Tour job sites to showcase specific projects that are taking place 
 Tour subcontractors’ work sites and/or meet subcontractors 
 Other:       

 
2. Have the teacher meet a variety of department managers, discuss their functions with the 

company, discuss how your industry is evolving, what career readiness skills, qualifications, 
credentials are needed for entry, and how labor market data is used in your industry to help 
with future workforce needs.  This will help the teacher obtain a comprehensive view of your 
company and its culture. 
 

3. Give teacher actual on-the-job work experiences that new employees or student interns would do. 
 

4. Have teacher assist your company with a project (i.e., community-based, education-related,  
in-house, etc.).  Teacher can assist with the planning and/or implementation: 

 Instructions and opportunities for questions and dialogue 
 Resources 
 Timeline 
 Deadlines 
 Outcomes 

 
5. If your company has an existing “new employee or student internship” orientation program, 

teacher can go through that training. 
 

6. Receive an orientation to the “human resources” department and learn their functions: 
 Application materials 
 Job listings 
 Working conditions and benefits (hours, flexibility, vacation/leave opportunities, 

pension/profit-sharing plans, other incentives) 
 Summer hire programs 
 Sample resumes 
 Salary ranges for various positions 
 Performance review processes and tools 
 Student Internships?  Scholarships? 

 

 



 

 

 

7. Conduct informational interviews; obtain information on the following: 
 The variety of occupations and positions in your industry, company and department 
 Educational and skill requirements for your position and others in your department 
 The career path you took to your position 
 “A day in the life…” 
 Common and more unusual problems and challenges 
 Quality and performance standards and measurement 
 “What I like most and least about working in this industry”  
 Current and future skill needs 
 Short- and long-term industry trends 

 
8. Provide teachers with materials that help shed light on the company: 

 Organization chart 
 Annual report  
 Company brochures and newsletters 
 Website and social media  
 Sample products:  reports, presentation materials, film clips, photographs 

 
9. Job Shadow in a number of departments/divisions (showcasing diversity of jobs and 

requirements): 
 Facilities/Distribution 
 Front and back of the “house” 
 Production 
 Safety 
 IT 
 Marketing 
 Finance 
 Other 

 
10. Attend and observe: 

 Meetings 
 Informal “brainstorming” 
 Presentations 
 Lunch time/Breaks 
 Job Site visits 
 Other 

 
11. At the end of the Externship: 

 Have the teacher make a presentation to your main work group and share how he/she 
plans on using what was learned in the Externship in his/her classroom.   

 Have the teacher write up a short 1-2 paragraph for possible inclusion in your company 
newsletter.  Teachers should include photos. 

 Complete evaluation form for each teacher extern. 
 
 


