Collaborative School/Business Partnership Guidelines
GOAL:
To provide students with school site and worksite opportunities to learn/apply information about a variety of occupations utilizing a collaborative approach to planning, implementation, evaluation and celebration. 

OBJECTIVES:
Student will learn:

1. To apply various subject matter that they are studying in the classroom to specific occupations being explored in a particular career field.

2. Skills needed to do required tasks in specific occupations.

3. Job-readiness skills which are essential to enter the workforce, to succeed in an occupation, to advance within a career field, or to change careers. 

EMPLEMENTATION:
A collaborative will be formed for each partnership consisting of: 



2 students enrolled in the class



2 parents of the enrolled students



1 classroom teacher (push-in/pull-our teachers may also be involved)



1 building administrator



1 member of the Career Education Advisory Council (CEAC)



1 district career education coordinator



1 (or more) business staff members

· Reimbursement to teachers working on partnerships outside of the school day or for a substitute will be handled by the principal involved and the administrator of the School-To-Work Grant at the district office.

COLLABORATIVE:
An organizational structure where mutual relationships and commitment to compatible goals and strategies empower members to share ideas, knowledge, and resources and be jointly accountable for and enjoy equal celebration in all success achieved through meeting the objectives of the partnership.
PROCEDURE:
Collaborative with meet one to three (1 - 3) times during the semester/year to plan, implement, celebrate, and evaluate the school/business partnership. 

Meetings may or may not be at the worksite, depending on the needs of the collaborative and members’ time schedules. (However, it is most effective if the meetings are at the worksite.)


RESPONSIBILITIES: 


STUDENTS -
Serve as the liaison between classmates and the collaborative in terms of suggesting ideas and reacting to ideas that surface during the brainstorming sessions throughout the partnership. 


Assume leadership for classroom or worksite groups, as needed.


Host business speakers and collaborative members whenever they interface with the class.


Submit articles to school newspapers to inform students and parents about partnership activities.


Assist with district/area events, whenever possible, that showcase the collaborative school/business partnership program.


Attend meetings or respond to surveys or other requests to evaluate success of partnerships and offer suggestions for the next ones. 

PARENTS - 
Learn as much as possible about the occupations available in the partnership business to be able to discuss and encourage son/daughter’s partnership participation.


Serve as the liaison between students, parents, and the collaborative in all phases of the partnership.


Serve as advisors to groups of students that may be assigned to specific tasks at the worksite or the classroom. (They will vary from partnership to partnership)


Provide transportation for own children to attend all collaborative meetings.


Assist with district/area events, whenever possible, that showcase the collaborative school/business partnership program. 


Attend meetings or respond to surveys or other requests to evaluate success of partnerships and offer suggestions for the next ones. 

TEACHERS -
Complete a Job Shadow at the worksite prior to the first collaborative meeting:

1. Learn the organizational structure of the business, the variety of occupations available, and the necessary job skills.

2. Share subject matter and/or class curriculum.

3. Describe class composition and characteristics of age group and/or learning styles.

Secure two students and two parents to serve on collaborative.

Note:  Elementary school teachers will identify potential businesses where students’ parents work. Suggestions include:
1. Open house

2. Parent conference

3. Parent survey

4. Student information cards housed at the main/health office.

Supply coordinator with typewritten class list of First collaborative meeting. 

Secure field trip packet and complete transportation requests as soon as possible and give to principal to forward to transportation office. Be sure to identify requests as school – to – work requests.

Distribute permission forms received fro the Career Center to students to complete for all site visits. (Permission forms include medial information and photograph release.)

Relate application of subject mater to occupational skills being learned at the worksite.

Help students prepare presentations that demonstrate what they learned from the partnership, which will be given at the celebration.

Supply coordinator with a list of all parents who helped with partnership classroom or worksite activities one month prior to the celebration. 

Communicate with coordinator two weeks prior to the celebration to decide who is doing invitations and program AND designate student program participants. 
Decides whether invitations are to be sent home with students or mailed. 

Sign and return completed student certificates to coordinator one week prior to celebration. 

Recognize time and effort of business partners by presenting some visible token of appreciation, i.e. booklets, photo albums, plaques, mugs, tee shirts, corsages, floral arrangements, plants, videos, etc. (This is not meant to be expensive and funds need to be generated in the classroom.)
Communicate with parents/faculty/community members/media about the partnerships whenever necessary:

1. Serve as mentors to other teachers.

2. Assist with district workshops.

3. Assist with district/area events, whenever possible, that showcase the collaborative school/business partnership program

Attend meetings or respond to surveys or other requests to evaluate success of partnerships and offer suggestions for the next ones. 

Other responsibilities:

COORDINATORS - 
Communicate directly with interested principals, teachers, and or businesses to respond to requests to arrange mutually beneficial collaborative school/business partnerships.


Designate business partner for each class/subject matter.


Arrange each teacher Job Shadow.


Designate Career Education Advisory Council (CEAC) member.


Follow-up with parent contacts to describe parent responsibilities, and answer questions.


Schedule first collaborative meeting.


Provide orientation and needed staff development to all parties at whatever points needed. 


Ensure manageable timeline is scheduled for activities of partnerships.


Send out follow-up schedules/timeline to all collaborative members after initial collaborative meeting.


Develop permission form appropriate to each partnership and give to teachers to send home with students before the first worksite visit. 


Be sure all transportation requests have been completed and submitted to the transportation department two weeks prior to each scheduled worksite visit.

Coordinate transportation scheduled with transportation department. 


Confirm with teachers two weeks prior to celebration who is going to design invitation and program and secure all necessary information. Be sure invitations are given to students or mailed to parents ten (10) days prior to celebration. 


Design certificate and complete one for each student, collaborative member, and additional teachers, parents, and business people who assist with the partnership. Deliver to appropriate people ten (10) days in advance to proof and sign. 


Assist collaborative members with their tasks whenever possible, as requested.

PRINCIPALS - 
Encourage teachers to do collaborative school/business partnerships. Be knowledgeable about member of partnerships possible in his/her building based on coordinator time available.

Refer partnership requests to appropriate Career Center coordinator:


 MACROBUTTON  AcceptAllChangesInDoc "List schools for Career Education Teacher" 

 MACROBUTTON  AcceptAllChangesShown "List Schools for Career Education Coordinator" 
Forward all transportation requests for student worksite visits to transportation department as soon as possible. Two weeks lead time is necessary. 

Attend collaborative worksite and celebration meetings, whenever possible, to learn about the depth and scope of the partnerships.

Present business certificates with students at partnership at celebrations whenever possible. Some principals may choose to present certificates to students, as well.
Communicate with the administrator of the School-To-Work Grant relative to reimbursement of substitute teachers and buses for worksite visits, if needed.

Serve as the liaison between staff, central administration, and partnership collaboratives.

Assist with district/area events, whenever possible, that showcase the collaborative school/business partnership program

Attend meetings or respond to surveys or other requests to evaluate success of partnerships and offer suggestions for the next ones. 

Arrange for photographs and videos to be taken at partnerships whenever possible.

Coordinate partnership celebration

Confer with teacher to ensure there is some visual presentation of partnership activities at celebration (posters, photo album, tri-fold videos, etc.)

Make the partnership happen!!!

Coordinate media coverage of the partnerships and provide news releases/photos to companies for their in-house presentations. 

Periodically coordinate district wide showcase of collaborative school/business partnership program.

Meet with business personnel at conclusion of partnerships to discuss future partnership plans.

Conduct workshops whenever possible to orient interested teachers and/or business personnel to the collaborative school/business partnership program.

Research, respond to and/or write School-To-Career Grants whenever possible to continue and/or expand collaborative.
Other responsibilities:
CEAC MEMBERS -
Serve as a liaison between the Career Education advisory Council and the partnership. 


Serve as an advisor to a group of students that may be assigned to a specific task.


Serve in a public relations capacity whenever possible.


Be an active participant in the collaborative attending worksite visits and the celebrations as much as possible.


Present partnership benefits and/or employability skills learned by students, as part of partnership celebration, whenever possible.
Assist with district/area events, whenever possible, that showcase the collaborative school/business partnership program

Attend meetings or respond to surveys or other requests to evaluate success of partnerships and offer suggestions for the next ones

Other responsibilities:


BUSINESS STAFF -
Host teacher Job Shadows





Describe business function.





Provide collaborative with tour of facility





Describe occupations available at the business.





Discuss job-readiness skills needed by today’s employees.





Provide a framework in which the partnership can occur.





Develop “hands-on” worksite opportunities for students.

Involve as many staff members as needed to accomplish partnership objectives.
Work closely with coordinator to ensure partnership happens satisfactorily for all parties.

Supply coordinator with list of all employees who helped with the partnership two weeks prior to celebration. 

Sign completed student certificates prior to celebration.

Sponsor and host celebration of learning at end of partnership for students, parents, and business personnel (including refreshments) at worksite.

Give welcome at celebration, share partnership benefits and/or employability skills, and present certificates to students. Certificates will be provided by coordinator. 

Meet with coordinator at conclusion of partnership to discuss future partnership plans.

Assist with district/area events, whenever possible, that showcase the collaborative school/business partnership program.

Attend meetings or respond to surveys or other requests to evaluate success of partnerships and offer suggestions for the next ones. 

Initial Collaborative Meeting Agenda
· Introduce Members

· Tour Worksite

· Receive orientation to collaborative school/business partnership programs

· Learn about subject matter/class curriculum, class composition

· Review philosophy of business, organizational structure, variety of occupations available, and
    Job-skills required.

· Establish partnership timeline

· Brainstorm components:



School site


Worksite



Connecting (school, business, community)

· Draft Partnership schedule/timeline for all components

· Discuss celebration



Date/time



Location



Refreshments



Agenda

· Set tentative evaluation meeting date, time, and location
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THE KEY TO A SUCCESSFUL SCHOOL/BUSINESS PARTNERSHIP IS THAT IT IS A WELL-ORGANIZED COLLABORATIVE EFFORT THAT IS NOT TIME-CONSUMING FOR ALL PARTICIPANTS. ALL ACTIVITIES MUST BE FOCUSED AND APPROPRIATE PERSONNEL ASSIGNED TO APPROPRIATE TASKS. WHATEVER TRAINING IS NEEDED BY ALL PARTIES NEEDS TO BE PRVIDED IN ORDER FOR EVERYONE TO DO THEIR BEST AND BE THEIR BEST!!!!!








