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STEPS TO CREATE A BUSINESS EXTERNSHIP
Identify an Externship Mentor to lead the program at your site.
Decide which departments and/or business functions
can be observed at your site (human resources,
marketing, IT, production, operations, finance,
maintenance, engineering, safety, etc.).
Organize a schedule of events. Review the samples
for ideas on how to structure the externship.
Inform supervisors, employees, customers, etc. that an
extern will be present, and they have signed an
agreement addressing confidentiality and liability.

EXAMPLES OF EXTERNSHIP ACTIVITIES
Discuss the organizational chart, company culture,
work environment, and typical day-to-day operations.
Review the onboarding process and expose them to a
short term project.
Schedule meetings with the CEO, department leads, or
other individuals who can give a broad perspective of the
company.
Arrange informal interviews with employees in different
departments to share information about education, skills,
and training required.
Take a tour of the facilities and introduce the teacher
extern to employees at your business.
Expose the extern to current technology and tools
used by the professionals in your field.

Along with the
academic knowledge
they already possess,
externships provide
teachers with practical
application that they
can take back to the
classroom and use
with students.

3-DAY

SAMPLE SCHEDULES
SAMPLE 3 DAY SCHEDULE

TEACHER EXTERNSHIPS
MONDAY

TUESDAY

WELCOME & COMPANY INTRO,
TOUR, HR OVERVIEW

2.5 HRS

WELCOME & OVERVIEW,
HISTORY, ORG STRUCTURE

3 HRS

Q&A, ORG STRUCTURE,
EMPLOYEE TRAINING

1.5 HRS

SAFETY TRAINING

1 HR

HIRING & PROMOTION, Q&A

2 HRS

DEPARTMENT 1

4 HRS

TOUR, PROCESS OVERVIEW

2 HRS

WEDNESDAY
INTERVIEWS WITH DEPT. LEADS

WEDNESDAY
2 HRS

DEPARTMENT 2

3 HRS

DEPARTMENT 3

3 HRS

FRIDAY

OPERATIONS ROTATION

7 HRS

*Visits with operation crews & relevant units

DAILY WRAP-UP

1 HR

THURSDAY

DEPARTMENT 4

4 HRS

DEPARTMENT 5

3 HRS

INTERVIEW WITH CEO

1 HRS

SUPPORT DEPT. ROTATION

7 HRS

*Examples: Maintenance, Finance, Safety, etc.

DAILY WRAP-UP

1 HR

POINTS OF DISCUSSION WITH AN EXTERN
What is advice you would give to students interested in your industry or company?
Talk about local, regional, national, or global trends affecting your industry or company.
Are there skills or training students should have to pursue a career with your business?
Which professional associations are relevant to your industry?
Share any upcoming opportunities, internships, etc. students could get involved in.
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