Employer Guide
to
Industry Tours,
Job Shadows,
Internships
and
Cooperative Work
Experiences

Blue Mountain Community College is an Equal Opportunity Educator & Employer.

Page intentionally left blank.

INTRODUCTION
Blue Mountain Community College greatly appreciates the efforts of employers in providing experiential learning
opportunities to students. Students who participate in activities such as: industry tours, job shadows, internships and
cooperative work experience (CWE) should have a better understanding of the world of work and be able to make more
informed career planning decisions.
The Blue Mountain Community College career experience is a cooperative venture between business/industry and the
community college. The three major goals of the program are:




To get students outside the classroom to experience how learning is applied in the workplace;
To inform students about business/industry and job opportunities available in our area; and,
To form a coalition between the business community and schools for the benefit of all students.

This guide was developed to assist employers in understanding the basis of career related learning opportunities and to
provide guidelines for these activities. The guide is broken down into four parts: a section with job shadow specific
information; yet another section regarding industry tours, a section about internships and a final section regarding
cooperative work experiences (CWE). Each section provides an overview of the experiential learning opportunity and has
forms that are for employer and participant specific to that learning opportunity.
This guide includes information for the host employer and information provided to student participants. It is our hope
that this manual will help offering experiential learning experiences easier on our employer partners. Your ideas,
comments, edits and suggestions are always welcome as we consider this a “living document”. Please send your ideas,
etc. to careerpath@bluecc.edu.
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EMPLOYER PARTICIPATION FORM
YES! My business/organization is interested in participating in Blue Mountain Community College’s (check any that apply)

□ Industry Tour Program □ Job Shadow Program □ Internship Program
(□ Paid

□ Unpaid)

 CWE
(□ Paid

□ Unpaid)

Company Name:______________________________________________________
Type of Business:_____________________________________________________
Contact Person:________________________________________ ___________________________________________
Name, printed

Signature

Address:_____________________________________________________________
Phone Number:________________________________________________________
Brief Description of Your Job:_________________________________________________________________________
_________________________________________________________________________________________________
Brief Description of Your Organization:__________________________________________________________________
__________________________________________________________________________________________________
Our office dress code is:



Traditional Business Attire



Medical



Business Casual

 Casual Construction

Best time to call:_______________________________________________________
I would prefer to host a student(s) during (Please check those, which apply):

□ Morning (8-12)

□ Weekdays

□ Mon □ Tue □ Wed □ Thurs □ Fri

□ Afternoon (12-4)

□ Weekends

□ Sat □ Sun

Other people from my organization who might be interested in participation:
______________________________________________________________________________________________

□ Our business has not been cited for state or federal safety and health violations during the past five years.
□ Our business is fully insured for physical injuries which might occur to visitors while on our property.
Please return completed form to: Blue Mountain Community College CASE Grant Program
Email: careerpath@bluecc.edu
Mail: 2411 NW Carden Ave, Pendleton, OR 97801
Note: If you can return this form via email to: careerpath@bluecc.edu , it would be greatly appreciated.

BUSINESS/INDUSTRY INFORMATION SHEET
Business Data
a.

Business/Industry Name:____________________________________________

b.

Name & Title of Person Completing Survey:_____________________________

c.

Number of years business has been in operation:_________________________

d.

Number of full time employees:_______________________________________

e.

Number of part time employees:______________________________________

f.

Medical Benefits offered:

g.

Check off any of the following occupations that are found in your business:

 Full

 Medical

 Vision

 Dental

_____Administrative

_____Law

_____Clerical

_____Mining

_____Bookkeeping & Accounting

_____Graphic Arts

_____Social Research

_____Metalworking

_____Mathematical & Computing

_____Electricity & Electronics

_____Engineering & Design

_____Other Production

_____Science & Laboratory

_____Journalism

_____Mechanics

_____Sales

_____Building Maintenance

_____Food Sales

_____Agriculture, Forestry and/or Fishery

_____Food Service

_____Construction

_____Health Service

_____Food Processing

_____Social Service

_____Textile & Apparel

_____Personal Care

_____Timber Products

_____Protective Service

_____Education

_____Arts & Entertainment

_____Hotel/Motel Management

_____Real Estate Management

_____Communication (Radio/TV Broadcasting)

_____Counseling

_____Other, Please List

Please describe the Products and/or Services provided by your business.
__________________________________________________________________________________________________
__________________________________________________________________________________________________
Please return completed form to: Blue Mountain Community College CASE Grant Program
Email: careerpath@bluecc.edu
Mail: 2411 NW Carden Ave, Pendleton, OR 97801
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JOB SHADOWING
DEFINITION OF JOB SHADOWING
Job shadowing is a competency-based career exploration experience [experiential learning] which occurs at a work site
but is tied to the learning environment. Unlike field trips, where students are restricted to simple observation, job
shadowing activities require students to actively participate in the learning process. In order to best utilize the
shadowing experience, staff must prepare students for the job shadowing experience and conduct exercises following
the job shadow. These exercises are designed to help the students connect their job shadowing experience to their
course work or career discovery and decision-making. The goal is to relate the job shadowing visits directly to career
pathways, related skills requirements, all aspects of industry, and post-secondary education options.
Each student’s first job shadowing experience should be in an industry or field in which she or he is already interested.
But successive ones should be increasingly random so students get exposure to a broad variety of worksites. When
students are offered diverse options, they begin to see themselves in some options and stretch to imagine themselves in
other options.
Following are basic practices which apply to all successful job shadowing experiences:



Length – four hours to eight hours per student



Schedule – may be achieved in one hour increments over a period of one week or
over a weekend, during or after school.



Mission – Provides a realistic view of a specific job that interests the student and
allows the student to observe employees on the job, while providing an opportunity for
the student to ask questions. Furthermore, it requires students to complete related
assignment prior to job shadowing and as follow-up to job shadowing experience.

Please share the following information with the individuals you select to act as mentors for students during job shadows.
The mentor should be prepared to provide specific information about his/her job and the skills he/she uses daily which
involve the use of:
Math/basic arithmetic
Dependability
Teamwork

Problem-solving
Research
Work quality

Technology/computers
Meeting deadlines
Communication

Any academic areas or skills areas (such as geography, science principles, economic principles, writing, accounting,
marketing, keyboarding, etc.) should also be included. We hope you will emphasize the need for continuing education
in your field.
It is important that you and the mentor realize that your willingness to accept a student into your world will be a big
boost for the student’s self-esteem. For many students, this job shadowing experience will be their first view as an
“insider” into the world of work, as well as, the first time they leave their “comfort zone.”
When the student arrives, we hope you will give him/her a business card, interview the student about his/her career
goals and educational plans, and possibly give a brief tour of your facility. During the job shadow mentors should act as

natural as possible, perform their normal work activities, and talk with students about the work and its significance to
the organization. Students are encouraged to ask mentors questions and take notes. It is important that the mentor
verify the student’s participation by signing his/her questionnaire.
Students are not expected to do “real work,” but opportunities that allow for a brief job-related experience are always
appreciated (barring, of course, the use of power-driven equipment or hazardous materials). The student will leave a
one-page form with you. You and the mentor should use the form to record your evaluation of the student, the job
shadow experience, and the program. We would appreciate it if you would email or mail this to the BMCC CASE Grant
program at your earliest convenience after the job shadow.
Thank you again for your partnership with us in this project. We know that you will offer this student more information
about how education and training are applied in the “real work” than we could offer in our classroom in a year.
Below is a sample Employer Checklist for Job Shadow preparation:



Employer Checklist

You may find a checklist very useful.

 Parking arranged
 Agenda for the time(s)
 Mentor assigned to individual student
 Interview questions for student
 Brochures and business related materials for student
 All members of the organization are aware of the event
 Observational quiz printed and ready (optional)

MENTOR’S JOB SHADOW AGREEMENT
As a volunteer mentor in the BMCC Career Exploration program, I

Name:___________________________ Job title:_____________________________

Business Address:_____________________________________________________

Work Phone:__________________________ FAX:____________________________

E-Mail:_______________________________________________________________


Will participate in the program for the pre-designated length of time.



Will be at my place of business at the scheduled time of the student’s visit.



Will keep the student’s safety in mind at all times.



Will be prepared for each visit with any career information that I think important.



Will notify the CASE Career Coach of any changes in my phone number, problems, schedule or employment.

--CONTACT: CASE Career Coach-541-278-5741--

_______________________________

_________________________________

Date

Signature

________________________________

_________________________________

Job Shadow Start Date

End Date

Time

Time

Please return completed form to: Blue Mountain Community College CASE Grant Program
Email: careerpath@bluecc.edu
Mail: 2411 NW Carden Ave, Pendleton, OR 97801

BLUE MOUNTAIN COMMUNITY
JOB SHADOWING
The purpose of the job shadow is to provide students with the opportunity to experience first-hand how the subjects
they learn in the classroom relate to the workplace. Through these various experiences, they should learn that success
in the classroom leads to success in the workplace.
In a successful Job Shadow the student will learn:
About The Mentor:
What training or education they have had.
What the company expects from the mentor.
What jobs the mentor has had previously.
About The Mentor and the Company:
What the main responsibilities of the job are.
How their position relates to the company.
Who are the company’s main competitors – local, state, national, and global?
What happens if a mistake is made?
Who the mentor reports to?
Who reports to the mentor?
What are the company’s requirements regarding conduct, dress, and personal grooming?
About How School Subjects Are Used in Your Job (i.e. reading, writing, math, computer literacy):
What academic subjects are used on a daily basis?
What academic subjects are used on your specific job?
What level of competency is required on each?
What academic subjects would you recommend the student to take for your business?
About Teamwork within Your Company:
How your department’s various jobs interrelate.
How conflict is managed.
What are some teamwork exercises or projects you do?

About Problem Solving In Your Job:
What problems arise daily and how are they solved?
What resources are used to solve problems?
What steps are taken to solve problems?
About Originality and Creativity:
How ideas are hatched and implemented in your job.
How good ideas are recognized and rewarded.
Is there a lot of opportunity for innovation?
About Speaking and Listening:
How information is exchanged between diverse levels of personnel.
How presentations are made to targeted audiences.
How meetings are conducted (agenda, brainstorming, etc.).

Employer Evaluation Materials
Employer responses to the job shadow programs are critical to maintaining a successful and useful program. We would
request that employers evaluate student participation, as well as, the program itself. It is through our connections with
employers that our program works so you opinion is very important to us. We believe in the principle of “Life Long
Learning” so please help us continue to learn and improve our program by providing ideas and suggestions that will help
create a more meaningful experience for all involved.

POST JOB SHADOW EMPLOYER EVALUATION
Return by:______________________

Return to:_____________________

______________________________
Student’s Name

_____________________________
Coach/Instructor Name

______________________________
Name of Company or Agency

_____________________________
Name of Mentor at Work Site

_________________________________________________________________________________
Street Address
City
State
Zip
Phone Number

Employer Evaluation
Please complete and return before the date above.
Yes
No



















Made pre-arrangements in a business-like manner
Arrived at worksite on time
Attended regularly (only applies to students who Attended on more than one day)
Dressed appropriately for worksite
Arrived at the worksite prepared (with relevant questions)
Showed initiative
Was friendly and courteous
Acted in a business-like manner

Overall Performance:
 OUTSTANDING  VERY GOOD

 AVERAGE

 MARGINAL

 UNSATISFACTORY

Comments:_________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
_____________________________________________________________________________
__________________________________________________________________________________________________
________________________________________________________________________________________
Has this report been discussed with the student?
________________________________________
Mentor Signature

 Yes

 No
________________
Date

Please return completed form to: Blue Mountain Community College CASE Grant Program
Email: careerpath@bluecc.edu
Mail: 2411 NW Carden Ave, Pendleton, OR 97801

STUDENT JOB SHADOW APPLICATION

Name ____________________________________________ Date _______________________
List two occupations you would be interested in shadowing:
1. ____________________________________________________________________________
Specific business? ________________________________________________________
Contact person ___________________________________________________________
2. ____________________________________________________________________________
Specific business? ________________________________________________________
Contact person ___________________________________________________________
Do you have a preference of when you would like to do your shadow?
Month _______________ Day of the week _______________ Time of day ____________
Do you currently have a job or have you been employed in the past?

 Yes

 No

If yes, where did you work and what kind of work have you done?
__________________________________________________________________________________________________
List any extra-curricular activities (school or other) you have been involved in:
__________________________________________________________________________________________________
List any volunteer or work activities that will assist you in attaining your career goal:
__________________________________________________________________________________________________
Explain how this job shadow experience will benefit you.
__________________________________________________________________________________________________
Are there any special concerns/requests that need to be considered when arranging the shadow?
______________________________________________________________________________

Your job shadow will be arranged for a time that is convenient for the person and business you will be shadowing. You
will need to arrange with instructors for any class time missed. Please make these arrangements in advance of your
absence. Please read the following statements and sign if you agree to each of them.


I understand that Blue Mountain Community College assumes no responsibility for health, accident, or
transportation insurance while job shadowing.



I agree to provide transportation or arrange for transportation to and from the job site.



I agree to abide by all college policies included in the Student Code of Conduct as well as those set forth by the
business I am shadowing during my shadow experience.



I agree to follow the dress code established by the host shadow site.

Signature of applicant _____________________________________ Date __________________
Area below for office use only:

Job Shadow Placement(s)
Business Name

Phone

Business Contact

Contact Number

Date of Shadow Appointment

Address

Arrival Time

Departure Time

Comments

Business Name

Phone

Business Contact

Contact Number

Date of Shadow Appointment
Comments

Address

Arrival Time

Departure Time

BMCC-DRESS CODES FOR JOB SHADOWING
How employees choose to dress each day shapes both the employees own mind set as well as other’s reactions to the
employee. An employee’s appearance has a direct impact on the overall image of a business. It makes a distinct
impression on the businesses customers as well as the employee’s individual supervisors and peers.
Many businesses have dress codes that determine what employees should wear when they are on the job. Employees
who work on dangerous job sites must wear clothing that will meet specific safety requirements. A job that requires a
lot of face-to-face customer contact usually requires employees to dress professionally. Dress codes vary from one
business to the next, but they also vary within a business. Often the manager will be required to wear clothing that is
different than the other employees.
All employees are expected to report to work clean, well-groomed, and appropriately dressed. Employees should use
care with perfumes and colognes as some in the work place have allergies that are made worse by excessive perfumes
or colognes. The same may be true of the smoke from tobacco products.
On job sites where safety is a concern, the dress code is usually very clear. In business, however, dress codes are not
always easily defined. These descriptions are one example and they should help when you are planning what to wear
for your job shadow experience.
Traditional Business Attire - for women means suits (both skirted and pant styles), blazers, skirts, dresses and blouses.
Men are required to wear a shirt and tie. Non-matching suited looks are usually fine for both men and women as long
as tailored dress slacks accompany the blazer or sport coat.
Business Casual - is a relaxed version of traditional business attire. Pressed slacks, ironed or permanent press shirts,
vests, and sweaters, as a general rule, are appropriate. Employees should use common sense in determining how far
they may stray from traditional business attire and still present themselves in a professional and appropriate manner.
Casual - allows employees to dress even more relaxed than business casual. Employees must keep in mind, however,
that a well-groomed and relaxed professional appearance is still required. Employees must refrain from wearing items
such as tank tops, t-shirts, lycra or spandex, athletic clothes ( such as warm up suits), and caps. Employees should
exercise common sense to determine how casual to dress without losing a relaxed, professional and well-groomed look.
Construction-worksites involved in construction and manufacturing often have attire that although more casual than
that of an office may have required clothing or equipment that ensures the safety of their employees.
Medical- medical facility appropriate clothing may vary depending upon the facility and/or the job you will be
shadowing in the facility. Some facilities ask all personnel to wear scrubs, others only expect nurses and medical
assistants to dress in scrubs.
Some businesses will have “jeans day” or “denim day” which means it is acceptable to wear professional looking denim
jeans with a casual or business casual shirt, sweater, etc.
On the job, employees who are not in compliance with the dress code policy are usually instructed to return home to
change. They are typically not paid for that time away from work. Repeated violations of the dress code policy may be
cause for disciplinary action, up to and including termination.
You are encouraged to dress appropriately for your job shadow. Your host will provide you with information regarding
the appropriate attire.

BMCC Job Shadow-Topics for Discussion
Your Name ______________________________________________ Student ID#:_____________________________
Job Shadow Mentor _____________________________________
Location of visit ___________________________________________________
The following topics of discussion will help you get the most out of your job shadow experience. Write the answers to
these questions-you do not need to write every detail, but make sure you give a good answer. You are the interviewer,
so YOU do the writing. This form must be turned in to the Career Coach with your “Post Job Shadow Summary” within
two days of the shadow. Please make sure you thank your interviewee for the time spent with you.
1. What is your job title?

2. What are your responsibilities?

3. What do you like most about your job?

4. What do you like the least?

5. What personality traits are important for this job?

6. What are typical working conditions? (hours, stress level, travel, physical working conditions, etc)

7. How many hours a week do you work?

8. Do you work on weekends? Holidays?

9. Do you have the flexibility to “telecommute”?

10. Do you belong to any professional or work related organizations?

11. Did you have a mentor?

12. How did you get your position with this company?

13. Why did you choose this occupation?

14. What academic skills are needed? (Math, English, Science, etc.)

15. What non-academic skills are needed? (Communication, leadership, creativity, etc.)

16. What technological skills are needed for this position?

17. What do you wish you had studied more of while in school?

18. What schooling or training did you receive after high school?

19. What changes, if any, do you see taking place in the near future?

20. Do you have any advice for a student that is considering this career option?

Signature of Mentor- received upon completion of visit __________________________ Date _____________

"More than Meets the Eye"--A Quiz
Just how keen are your observational skills? One of your responsibilities
today was to observe and learn as much as possible about the work
environment you were visiting. You probably saw that there is a lot more
to a work site than just delivering a product or service.
Think about the people, equipment, facilities, and employee benefits that you have either seen or heard about
today. You may have ten minutes to write down your answers. After you have
finished, I (your business mentor), will tell you the correct answers so that you may total your
points to see how well you did.

The People:
The most important resource at a work site is its people.
Describe the clothing people wore today. (2 points)___________________________________________
____________________________________________________________________________________
Do different jobs require different clothing? If so, give an example. (3 points each)__________________
____________________________________________________________________________________
How did people treat each other? (2 points)_________________________________________________
___________________________________________________________________________________
Did everyone have the same workspace? Give examples. (3 points each)_________________________
___________________________________________________________________________________
How did people answer the phone? (3 points)_______________________________________________
___________________________________________________________________________________

The Facilities:
Employers typically offer amenities or "extra" facilities for their employees. Which of the
following did you observe? (2 points each, unless otherwise noted)
Lunch/break room?  Yes

 No

Identify specific equipment in the lunchroom (1 point each)

__________________ ____________________ ____________________ ____________________

Exercise/work-out room

 Yes

 No

Showers
Child care center
Health care/first aid
Outside seating areas
Designated smoking area







Yes
Yes
Yes
Yes
Yes

 No
 No
 No
 No
 No

The Technology:
Workplaces today use a variety of cutting-edge technologies.
How many computers does this company have? (5 points)___________________
Which software programs did you observe? (2 points each)_________________________________________
What other equipment besides computers do employees use at their desks? (2 points each)_____________
What other technology is used to make a product or deliver a service? (3 points each)_______________

The Benefits:
Many employers offer more than a salary or hourly wage. What other benefits are offered at this
workplace? (2 points each)
Health care plan
Dental plan
Disability insurance
Education reimbursement
Advanced job skills training
Retirement Plan
Other services









Yes
Yes
Yes
Yes
Yes
Yes
Yes

 No
 No
 No
 No
 No
 No
 No

(such as dry cleaning or car maintenance)

TOTAL POINTS _____________
After the workplace coordinator gives you the right answers, tally up your score using the
following guide.
0 – 15 points: NEW EMPLOYEE ("NEWBIE")
16 – 30 points: MANAGER (YOU’RE GOING PLACES)
31 – 40 points: VICE PRESIDENT (CONGRATULATIONS)
41 – 50 points: PRESIDENT AND CHIEF EXECUTIVE OFFICER (WOW, IMPRESSIVE)
50 + points: CHAIRMAN OF THE BOARD!!!
Please return the scored form to your Career Coach

BMCC POST-JOB SHADOW SUMMARY
(to be completed by student and placed in portfolio for future reference)

Name of Student

Date: ____

Name of Business

Address of Business
Street or Box

City

State

Contact Person

Title

Zip Code

Date

Telephone

Please reflect on your job shadowing experience and complete the following:

Describe the work environment (number of people, noise level, space, etc.)

As you observed your contact person, describe the type of work that he/she did.

Was your contact person part of a team or did he/she work alone?

What did he/she like most about his/her profession?

Were any challenges noted?

What suggestions were made in preparation for this career? (part-time jobs, classes in high school, training
after high school, etc.)

Is this a sedentary job requiring you to sit all day or an active job requiring you to move to different locations
throughout the work day?

What type of wage does this position typically earn in our region?

After your observation, how do you feel about this type of job for yourself? Why?

BMCC JOB SHADOW EXPERIENCE VERIFICATION FORM
NOTE TO APPLICANT: Each job shadow experience must be verified using this form. Please make sure to complete the
boxed areas prior to submitting this form for verification. Unsigned forms will NOT be accepted.

SHADOW SUMMARY

Dear Human Resources, I am in the process of creating a career portfolio at Blue Mountain Community
College. A part of my portfolio requires that I document and verify experiential learning events in which I
participate. Experiential learning may take place in a number of locations. Please complete the information
requested below for my records. Thank you.

Applicant’s name while at your facility

Date(s) of Job Shadow at your Facility

Job Shadow-Experiential Learning Opportunity:
This form must be completed by the mentor at the host business providing the job shadow opportunity. Please verify
the business, the mentor, department in which the shadow occurred . It is important to complete this form as it is
retained in the career file/portfolio at Blue Mountain Community College.

This section to be completed by the mentor at the host site verifying experiential learning.
Type of Business:________________________________________________________________________
Department:____________________________________________________________________________
Mentor Name:__________________________________________________________________________
Mentor Title:__________________________________ Phone:___________________________________
Business Address:____________________________ City, State, Zip:_______________________________

Mentor Signature:___________________________________________DATE:_______________________

I authorize Blue Mountain Community College to contact the individual(s) listed on this form to verify the information I
have provided.
Participant Signature:__________________________________________ Date:________________________________

Page intentionally left blank.

INDUSTRY TOUR
DEFINITION OF AN INDUSTRY TOUR
An industry tour is a group experience which allows a group of individuals to investigate a specific business through
touring their facility. Industry tours can vary in length from an hour to three hours depending upon the size of the
facility. Individual’s participating in industry tours may or may not be interested in the business or industry they are
touring. The industry tour allows individuals to see if this is something he/she may be interested in as a career.
Following are basic practices which apply to all successful industry tour experiences:


Length – from one to three hours per group



Schedule – typically done in one session with group size varying from 5 to 15



Mission – Provides a realistic view of an industry or business.
Allows student to observe employees on the job, and ask questions

Please share the following information with the individual(s) you select to act as tour guide(s) for the student during the
industry tour. The guide(s) should be prepared to provide general information about this industry and the skills used
daily by various individuals in the industry which involve the use of:
Math/basic arithmetic
Dependability
Teamwork

Problem-solving
Research
Work quality

Technology/computers
Meeting deadlines
Communication

Any academic areas or skills areas (such as geography, science principles, economic principles, writing, accounting,
marketing, keyboarding, etc.) should also be included. We hope you will emphasize the need for continuing education
in your field.
For many students, this job shadowing experience will be their first view as an “insider” into your industry, as well as,
the first time they leave their “comfort zone.”
When the group arrives, we hope you will give printed information regarding your business/industry prior to beginning
the tour. During the industry tour guides talk with students about the work and its significance to the society. Students
are encouraged to ask guides questions and take notes. Students may or may not ask questions about
education/training required for various jobs within your industry, it is helpful if guides can provide this information
throughout the tour.
Guides should also discuss safety regulations and precautions related to your industry. What appropriate dress
standards are while emphasizing different departments, within your organization, may have different dress standards.
Thank you again for your partnership with us in this project. We know that you will offer the students more information
about how education and training are applied in the “real world of work” than we could offer in our classroom in a year.

Below is a sample Employer Checklist for Industry tour preparation:



Employer Checklist

You may find a checklist very useful.

 Parking arranged
 Agenda for the time(s)
 Tour guide(s) assigned for group(s)
 Brochures and business related materials for students
 All members of the organization are aware of the event

BMCC INDUSTRY TOUR SIGN UP SHEET
TOUR TO:_______________________________________________ CITY, ST:___________________________________
DEPARTURE DATE:_________________________ CAMPUS:_________________________________________________
DEPARTURE TIME:____________________ RETURN TIME:_____________ LUNCH PROVIDED:
NAME
(PLEASE PRINT)

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

SIGNATURE

PHONE

 YES

STUDENT ID
NUMBER

 NO
DEGREE
INTENT

(to be completed by student and placed in portfolio for future reference)

Name of Student

Date: ____

Name of Business

Address of Business
Street or Box

City

State

Contact Person

Zip Code

Date

Title

Telephone

Please reflect on your industry tour experience and complete the following:
Describe the work environment (number of people, noise level, space, etc.)

How were the workers in this business dressed?



Traditional Business Attire



Business Casual

 Casual Construction 

Medical

What position in the company does your guide hold, describe the type of work that he/she did.

Was your guide part of a team or did he/she work alone?

What occupation within this business interested you the most? Why?

What occupation within this business interested you the least? Why

What preparation is needed for the occupation that interested you most? (part-time jobs, classes in high
school, training after high school, etc.)

Is this a sedentary job requiring you to sit all day or an active job requiring you to move to different locations
throughout the work day?

What type of wage does this position typically earn in our region?

After your tour, how do you feel about an occupation within this industry? Why?

BMCC POST-INDUSTRY TOUR EMPLOYER EVALUATION
Name of Business

Address of Business

_______

______
Street or Box

City

State

Tour Guide:

Zip Code

Date of tour:___

Title

Telephone

1) Were tour participants dressed appropriately for your business?
 YES

 NO

2) Were participants respectful of the workplace?
 YES

 NO

3) Did participants ask questions throughout the tour?
 YES

 NO

4) Is there anything you would change about the way the industry tour was accomplished?
 YES

 NO If Yes:_________________________________________________________________

_______________________________________________________________________________________
5) Please feel free to provide suggestions for future industry tours that you feel would make them more successful.
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
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INTERNSHIP
DEFINITION OF AN INTERNSHIP

Internship: A supervised training related to classroom learning providing the individual with on the job training in the
career field. This supervised training may be paid or unpaid depending upon the individual business. The internship
provides hands on relevant experience in a specific career field. Paid or unpaid internships are a way for individuals to
begin developing professional relationships and work habits. Participants are expected to act and dress in a manner
consistent with that of the business where they are interning.
ITEMS TO CONSIDER:
 Will you pay your intern?
Internships are meant to be a mutually beneficial experience for both student and employer. There are Federal
regulations as well as ethical standards that address fair labor. It is critical to remember that Interns are in the business
to learn and develop critical skills that cannot be taught in a classroom environment. This experience is the bridge
between academia and the work world. An intern should never take the place of a paid employee, their main focus
should be on learning and gaining hands on experience in a specific career field.
Employers and interns are encouraged to read US Department of Labor Fact sheet #71: Internship Programs, Under the
Fair Labor Standards Act. This document can be found at: http://www.dol.gov/whd/regs/compliance/whdfs71.htm. A
printed copy of the fact sheet is also contained in this manual.
 Where will you put the intern?
Does your facility have the space to accommodate the intern? Will the intern need to provide any type of equipment for
the duration of their internship? If so please provide a list of equipment needed.
 What type of background (academic) and experience are you seeking in an intern?
Defining your criteria ahead of time will help you determine which internship candidate best suits the needs and
environment of your business. A written job description helps both the business and the intern prepare for the
experience. (a sample job description template is provided in this manual). You should choose your intern(s) as carefully
as you would a permanent employee. Please remember that your business is investing time, effort and money in this
individual, ensuring a return on your investment is important not only to the intern but to your organization as well.
 What will the intern(s) learn?
Do you have set objectives that are tied to the individual’s education and experience. Do you intend to have this
individual working with one mentor or multiple mentors within your organization.
 How does a business recruit an intern?
This is where BMCC can assist you. Contact the CASE Career Navigator 541-278-5742 or CASE Grant Coordinator at 541278-5739 for assistance. We can help you recruit and set up your internship opportunity. This manual was designed to
assist you in planning for experiential learning opportunities; however, we are willing to assist you in other ways, just
ask. Planning and preparing for Internships takes time. Businesses who have established internship programs say their

number one intern recruiting tip is; Start Early! They suggest you begin the recruitment process three to four months
prior to beginning you need the intern to start.

Following are basic practices which apply to all successful internships:


Length – 10 weeks at least 30 but no more than 40 hours per week



Schedule – 8 hours per day 5 days per week-schedule can vary to incorporate all aspects of your
organization.



Financial Commitment -- Paid or unpaid dependent upon the particular business. This is not meant
to be viewed as free labor but as a training opportunity



Mission – Provides a realistic view of an industry or business, while allowing students to work in an
environment that has direct correlation to the coursework they have completed.

Thank you again for your partnership with us in this project. We know that you will offer this student more information
about how education and training are applied in the “real work” than we could offer in our classroom in a year.
Below is a sample Employer Checklist for Internship preparation:



Employer Checklist

You may find a checklist very useful.

 Parking arranged
 Intern position description
 Employee handbook
 Intern handbook
 Company Policy and Procedures manual (optional)
 Schedule for intern (work plan of what intern will learn and do)
 Timecard or ability to time in and out
 Name badge
 Desk
 Chair
 Computer
 Office equipment/supplies
 Keys or keycard (optional)
 Mentor assigned to individual student
 Brochures and business related materials for student
 All members of the organization are aware that the intern will be at the work site

Intern Handbook-Suggested items to include













Welcome letter
Information about the organization such as history, industry position, size, mission, goals, values
Organizational structure (organizational chart)
List of organization’s divisions, departments, groups, locations, product names and services
Commonly used acronyms and/or terms used by the industry or organization
Intern/CWE definitions (optional)
Intern responsibilities
Manager and mentor responsibilities
Benefits information if provided
Policies
Contact information for your organization
FAQs

BMCC-INTERNSHIP AGREEMENT

Student Information:
Last Name: _______________________________________ First Name:____________________________________
Address:_____________________________________ City:_________________ St :__________Zip:___________
Home Phone:___________________________________ CASE Coach:____________________________________

Employer Information:
Employer:_____________________________________________________________________________________
Address:_______________________________________City:______________ St:__________ Zip:_____________

Training Information:
Supervisor’s Name:_________________________________ Supervisor’s Title:_______________________________
Supervisor’s Phone:_________________________________
Term:

 Fall  Winter  Spring  Summer

Year:_________________________

Start Date:___________________________ End Date:_________________________
Hours per week:_________________ Number of weeks:____________ Number of credits:_______________
 No wage is expected.  A wage is expected.
Student’s Job-Oriented Learning Objectives
1.____________________________________________________________________________________________
2.____________________________________________________________________________________________
3.____________________________________________________________________________________________
Student’s Job-Oriented Learning Tasks
1._____________________________________________________________________________________________
2._____________________________________________________________________________________________
3._____________________________________________________________________________________________
4._____________________________________________________________________________________________
5._____________________________________________________________________________________________

We the undersigned agree to the learning objectives and tasks listed above. We also agree to accept all the
responsibilities, expectations, and agreements of the employer, college, and student listed on this form.

____________________________________
Student Signature /Date

____________________________________
Supervisor Signature/Date

_____________________________________
CASE Grant staff Signature/ Date

Terms and Conditions
By signing the Agreement on this form, the employer, the CASE grant staff at Blue Mountain Community College, and
the student agree as follows:
A. The Employer agrees to:
• accept the student and assign jobs without regard to age, race, sex, national origin, religion, disability, color,
parental status, or marital status.
• designate an individual as the Supervisor to orient, train, and monitor the student and to serve as a liaison
between the employer and college.
• provide the student employment for at least the minimum number of hours and weeks specified.
• provide training experience for the student and assist him/her in structuring and completing Job-Oriented
Learning Tasks.
• notify the CASE staff immediately of any change in the student’s job duties and/or work supervisor.
• provide feedback to the student on his/her work performance throughout the term.
• evaluate the student at the end of the term on a form provided by the CASE staff.
• reserve the right to discharge the student for just cause with proper consultation with the CASE staff.
• If the employer pays the student, the employer is responsible for Worker’s Compensation Coverage.
B. The CASE Grant Coach, Navigator or Coordinator at Blue Mountain Community College agrees to:
• review the Job-Oriented Learning Objectives developed by the student and their employer.
• monitor the progress of the student during the term.
• determine a grade and award college credit for successful job performance and completion of related
assignments, if applicable.
• notify the employer if the student withdraws from the Internship and/or the college.
• provide a time sheet of actual hours worked by non-paid students to the Business Office for calculation of
worker’s compensation insurance coverage.
• Maintain the following records for three years: roster of trainee names; type of work each trainee performs;
dates and hours worked by each trainee.
C. Blue Mountain Community College agrees to provide Worker’s Compensation Coverage (per ORS 656.046) if:
• The student is enrolled in an approved work experience program or eligible professional education project.
• The student is not paid by the employer.
• The student is performing work required of similar full-time paid employees.

• Students obtain the necessary form regarding occupational injury from their instructor, employer
representative, or BMCC Human Resources, and submit the written report to Human Resources within two (2)
days from the injury.
• If an injury occurred while at an employer’s location, the student will be required to fill out a Worker’s
Compensation 827 form and a SAIF 801 form from BMCC Human Resources.
• The student and their employer should each write a summary of the incident, fill out any healthcare agency
forms necessary.
• Before returning to the program after an injury, the student must present a written health care provider’s
statement that the student is physically/mentally able to perform the functions required by the program
without risk to self or others.
D. The Student/Employee agrees to:
• be enrolled in a Blue Mountain Community College degree program.
• The contract must be returned before students can begin clocking hours.
• register with CASE for the Internship program.
• work the required number of hours agreed upon and outlined within this contract
• develop a set of job-oriented learning objectives and a set of job-oriented tasks in conjunction with the
Internship employer.
• immediately inform the CASE grant staff of any problems or changes in job responsibilities.
• abide by the regulations and policies of the employer and Blue Mountain Community College’s Internship
program.
• Return weekly time sheets (mandatory) and employer evaluations
Student further agrees to have this completed contract signed and returned to the CASE Grant office prior to
beginning internship with employer.

BMCC-INTERNSHIP WEEKLY TIME SHEET
INTERNSHIP TIME SHEET
FOR WEEK OF:_____________________________TO:____________________________

Company Information:

THE STUDENT IS RESPONSIBLE FOR COMPLETING THIS FORM WEEKLY
AND SUBMITTING IT TO THE CAREER OFFICE ON CAMPUS

SUPERVISOR:

INTERN NAME:

DEPARTMENT:

STUDENT ID NUMBER:
DEGREE/CERTIFICATE EMPHASIS:

DAY

DATE

START TIME

END TIME

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
WEEKLY TOTALS:

Briefly describe your week:
Successes:

Challenges:

EMPLOYEE SIGNATURE:

DATE:

SUPERVISOR SIGNATURE:

DATE:

TOTAL HOURS

BMCC-INTERNSHIP APPLICATION
Applicant Information
Last Name
First
Street Address
City
State
Phone
Cell Phone
Email address:
Have you ever been convicted of a felony?
 Yes
 No
Internship interest area(s):

Date
Apt/Unit
Zip

If yes please explain:

Specific companies you are interested in (optional)

Availability-There is no guarantee an employer will work around your schedule
Please check semesters of availability:
 Fall  Winter
Please check
your general
availability
Morning
(approx. 9-1)
Afternoon
(approx. 1-5)
Evening
(approx. 5-9)

 Spring

Sunday

 Summer Academic Year: __________________________________

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Experience/Education and Skills
Current employment status:
Full-time
Current or most recent paid position held:

May we contact this employer?
Yes
No
Are you currently a full-time student?
Yes
No
Level
Freshmen
Sophomore
Junior
Senior
Graduate student
Do you speak any other languages?
Yes
No

Part-time

If yes, please indicate school and concentration:
Areas of study:

If yes, please list language(s):

Fluent
Computer Skills/Software Used:

Not Employed

Semi-Fluent

Basic

Your internship will be arranged for days, dates and times that are convenient for the person and business you are placed
with. Please read the following statements and initial, on the line provided, if you agree to each of them.


I understand that Blue Mountain Community College assumes no responsibility for health, accident, or
transportation insurance while I am interning. ____________



I agree to provide transportation or arrange for transportation to and from the job site. _________



I agree to abide by all college policies included in the Student Code of Conduct as well as those set forth by the
business I am shadowing during my shadow experience._________



I agree to follow the dress code established by the host site. _________



I understand that I will be required to submit a resume and cover letter to my internship site and will go through
at least one interview prior to placement. I understand that at least two professional references will be
provided to the host employer. ___________

Signature of applicant _____________________________________ Date __________________
Area below for office use only:

Internship Placement
Business Name

Phone

Business Contact

Contact Number

Date of Internship Interview Appointment

Address

Arrival Time

Departure Time

Comments

Business Name

Phone

Business Contact

Contact Number

Date of Internship Interview Appointment

Address

Arrival Time

Departure Time

Comments

Cover letter and resume are to be attached to this application

BMCC-DRESS CODES FOR INTERNSHIPS
How employees choose to dress each day shapes both the employees own mind set as well as other’s reactions to the
employee. An employee’s appearance has a direct impact on the overall image of a business. It makes a distinct
impression on the businesses customers as well as the employee’s individual supervisors and peers.
Many businesses have dress codes that determine what employees should wear when they are on the job. Employees
who work on dangerous job sites must wear clothing that will meet specific safety requirements. A job that requires a
lot of face-to-face customer contact usually requires employees to dress professionally. Dress codes vary from one
business to the next, but they may also vary within a business. Often the manager will be required to wear clothing that
is different from other employees.
All employees are expected to report to work clean, well groomed, and appropriately dressed. Employees should use
care with perfumes and colognes as some in the work place have allergies that are made worse by excessive perfumes
or colognes. The same may be true of the smoke from tobacco products.
On job sites where safety is a concern, the dress code is usually very clear. In business, however, dress codes are not
always easily defined. These descriptions are one example and they should help when you are planning what to wear
for your internship experience. If in doubt ask your internship host
Traditional Business Attire - for women means suits (both skirted and pant styles), blazers, skirts, dresses and blouses.
Men are required to wear a shirt and tie. Non-matching suited looks are usually fine for both men and women as long
as tailored dress slacks accompany the blazer or sport coat.
Business Casual - is a relaxed version of traditional business attire. Pressed slacks, ironed or permanent press shirts,
vests, and sweaters, as a general rule, are appropriate. Employees should use common sense in determining how far
they may stray from traditional business attire and still present themselves in a professional and appropriate manner.
Casual - allows employees to dress even more relaxed than business casual. Employees must keep in mind, however,
that a well-groomed and relaxed professional appearance is still required. Employees must refrain from wearing items
such as tank tops, t-shirts, lycra or spandex, athletic clothes ( such as warm up suits), and caps. Employees should
exercise common sense to determine how casual to dress without losing a relaxed, professional and well-groomed look.
Construction-worksites involved in construction and manufacturing often have attire that although more casual than
that of an office may have required clothing or equipment that ensures the safety of their employees.
Medical- medical facility appropriate clothing may vary depending upon the facility and/or the job you will be
shadowing in the facility. Some facilities ask all personnel to wear scrubs, others only expect nurses and medical
assistants to dress in scrubs.
Some businesses will have “jeans day” or “denim day” which means it is acceptable to wear professional looking denim
jeans with a casual or business casual shirt, sweater, etc.
On the job, employees who are not in compliance with the dress code policy are usually instructed to return home to
change. They are typically not paid for that time away from work. Repeated violations of the dress code policy may be
cause for disciplinary action, up to and including termination.
You are encouraged to dress appropriately throughout your internship. Your host will provide you with information
regarding the appropriate attire.

BMCC-SAMPLE INTERN POSITION DESCRIPTION-FORMAT
Position Title:
Position Reference Number
Employer Name:
Position Mentor:
Number of Positions Available:
Work Schedule:
Hours per week:
Wage/Salary/Stipend:

Position Description: Briefly describe the activities that will be expected of the individual in this position

Job Duties: Use this area to detail the tasks expected of the intern. If you have a specific project or projects you would
like the intern to work on, this would be the best place to describe it/them.

Requirements: Use this area to describe any education and experience you desire in an intern. Please remember that in
many cases these individuals do not have real world experience. The employer should describe any proficiencies desired
of the intern such as Word, Excel, Power Point experience. You can also use this area to describe dress code
expectations for the intern.

To Apply: This area may include name and address of individual to whom cover letter, resume and application should
be submitted. If you have a web link for this information, it would be included here.

For assistance with an internship position description, please do not hesitate to contact Blue Mountain Community
College-CASE Grant team careerpath@bluecc.edu. We would be happy to assist in any way possible

BMCC-SAMPLE INTERN WORK PLAN
DATE

EVENT

TIME

LOCATION

FACILITATOR/SPEAKER

5/13/13

Welcome and
Orientation
Tour of Facilities

8:00-11:00am

Conference Room B
Administration Building
Meet in Room 102
Administration Building
Room 102
Administration Building
Room 9
Bostwick Building
Room 102
Administration Building
Conference Room A
Administration Building
Central Courtyard

John Public
Owner/CEO
Janie Smith

5/13/13
5/14-17/13
5/20/13
5/20/13
5/21-24/13
5/24/13
5/27/13

Observe Mentor’s day
to day tasks
Jones Project Planning
Work with Janie on
Jones Project
Develop Marketing
plan for Jones project
Memorial Day
Celebratory Staff BBQ
Memorial Day Holiday

11:00am5:00pm
8:00am-5:00pm
8:00am12:00pm
1:00pm-5:00pm
8:00am-5:00pm
12:00pm-2:pm
Leave Day

Janie Smith
John Public/James Sales
Janie Smith
James Sales/Janie Smith
Interns
All Staff

BMCC INTERN PERFORMANCE APPRAISAL
Intern
Name

Date of Appraisal

Position Title

Supervisor

Review Period From:

To:

Dept./Unit

Job Knowledge
Demonstrates knowledge of job objectives, duties, and responsibilities
Demonstrates knowledge of procedures, policies, and regulations related to the job.
Proficient in skills required to complete the tasks, such as software, office equipment, etc.
Supporting comments and/or examples

Job Performance
Performs accurate and thorough work; regularly checks and corrects own work.
Prioritizes, organizes and completes work effectively and efficiently; meets deadlines
Uses available resources efficiently
Suggests cost-saving measures
Successfully completes assignments.
Maintains records and other documents in an organized, accurate, and readily accessible manner
(including electronic files)
Responds to direction in a professional and courteous manner.
Uses technology effectively to perform job related tasks
Handles confidential information appropriately.
Welcomes new ideas & Thinks creatively
Supporting comments and/or examples

Self-Management
Adheres to attendance and punctuality standards
Honors lunch and break rules
Completes work with minimal supervision
Solves problems
Begins and completes work requirements without prompting
Accepts personal responsibility for actions
Dresses in accordance with company dress standards

N/A

Exceeds Expectations

Meets Expectations

Indicate (X) the appropriate performance level.

Needs Improvement

Review and Respond to the following evaluation factors, making specific comments and examples in
each category to support your rating. Your comments as a supervisor are critical to the learning process
for interns. If the intern works in multiple departments under the supervision of separate supervisors,
each supervisor should complete a performance appraisal. It is beneficial to request the intern also fill
out a performance appraisal, self-evaluating themselves during the internship.

Unsatisfactory

Performance Criteria

Supporting comments and/or examples

Inter-Personal Relationships
Responds in a timely manner to e-mail, phone messages, and other communications
Works well with others; demonstrates ability to resolve conflict constructively
Interacts in a positive, helpful and courteous manner with:
* co-workers
* community members
Supporting comments and/or examples

Performance Summary
Summarize Areas of Strength.

Based on Intern Performance Appraisal, list the specific areas for improvement, if any.

Signatures
I acknowledge that this performance appraisal was conducted to evaluate my performance during my internship and things
I can do to become a better employee. Also, a current copy of my internship job description was reviewed with me by my
supervisor. I further understand that my signature does not necessarily indicate my concurrence with the appraisal results
and that I am entitled to receive a copy of my performance appraisal bearing all the required signatures. It is my
understanding that a permanent record of these results will be maintained my CASE file.

Employee:____________________________________________________________________ Date:____________

Immediate Supervisor completing this form:____________________________________________ Date:____________
Print Name:______________________________________Title______________________________________________

Reviewed by Career Coach: ___________________________________________________ Date:___________
Print Name:______________________________________Title______________________________________________

Page intentionally left blank.

Page intentionally left blank.

Cooperative Work Experience (CWE)
DEFINITION OF A Cooperative Work Experience

CWE: A series of supervised trainings related to classroom learning, providing the individual with on the job training in
the career field. This supervised training may be paid or unpaid depending upon the individual business. Typically,
responsibilities for the student increase with subsequent training periods. The CWE provides hands on relevant
experience in a specific career field. Paid or unpaid CWEs are a way for individuals to begin developing professional
relationships and work habits. Participants are expected to act and dress in a manner consistent with that of the
business where they are working.
ITEMS TO CONSIDER:
 Will you pay your student?
CWEs are meant to be a mutually beneficial experience for both student and employer. There are Federal regulations as
well as ethical standards that address fair labor. It is critical to remember that Interns are in the business to learn and
develop critical skills that cannot be gained in the classroom environment. This experience is the bridge between
academia and the work world. A CWE student should never take the place of a paid employee, their main focus should
be on learning and gaining hands on experience directly related to their education.
Employers and interns are encouraged to read US Department of Labor Fact sheet #71: Internship Programs, Under the
Fair Labor Standards Act. This document can be found at: http://www.dol.gov/whd/regs/compliance/whdfs71.htm. A
printed copy of the fact sheet is also contained in this manual.
 Where will you put the student?
Does your facility have the space to accommodate the individual? Will the intern need to provide any type of equipment
for the duration of their CWE? If so, please provide a list of equipment needed.
 What type of background (academic) and experience are you seeking in a CWE student?
Defining your criteria ahead of time will help you determine which candidate best suits the needs and environment of
your business. A written job description helps both the business and the student prepare for the experience. (a sample
job description template is provided in this manual). You should choose your student(s) as carefully as you would a
permanent employee. Please remember that your business is investing time, effort and money in this individual,
ensuring a return on your investment is important not only to the student but to your organization as well.
 What will the CWE student(s) learn?
Together with the college, objectives will be defined for the learning experience(s). These objectives will align with the
overall objectives of the Career Technical program of the student.
 How does a business recruit a CWE student?
This is where BMCC can assist you. Contact the CASE Career Navigator 541-278-5742 or CASE Grant Coordinator at 541278-5739 for assistance. We will help you recruit and set up your CWE opportunity. This manual was designed to assist
you in planning for experiential learning opportunities; however, we are willing to assist you in other ways, just ask.
Planning and preparing for Cooperative Work Experience opportunities takes time. Businesses who have established

programs say their number one recruiting tip is; Start early. BMCC will help find the student most suited to your
business.
Following are basic practices which apply to all successful CWEs:


Length – 10 weeks at least 10 but no more than 15 hours per week



Schedule –schedule can vary to incorporate all aspects of your organization.



Financial Commitment -- Paid or unpaid dependent upon the particular business. This is not meant
to be viewed as free labor but as a training opportunity



Mission – Provides a realistic view of an industry or business, while allowing students to work in an
environment that has direct correlation to the coursework they have completed.

Thank you again for your partnership with us in this project. We know that you will offer this student more information
about how education and training are applied in the “real work” than we could offer in our classroom in a year.
Below is a sample Employer Checklist for CWE preparation:



Employer Checklist

You may find a checklist very useful.

 Parking arranged
 Intern position description
 Employee handbook
 CWE student objectives
 Company Policy and Procedures manual (optional)
 Schedule for student (work plan of what learn will learn and do)
 Timecard or ability to time in and out
 Name badge
 Desk
 Chair
 Computer
 Office equipment/supplies
 Keys or keycard (optional)
 Mentor assigned to individual student
 Brochures and business related materials for student
 All members of the organization are aware that the CWE student will be at the work site

CWE Student Handbook-Suggested items to include













Welcome letter
Information about the organization such as history, industry position, size, mission, goals, values
Organizational structure (organizational chart)
List of organization’s divisions, departments, groups, locations, product names and services
Commonly used acronyms and/or terms used by the industry or organization
CWE definitions (optional)
CWE Student responsibilities
Manager and mentor responsibilities
Benefits information if provided
Policies
Contact information for your organization
FAQs

BMCC-CWE AGREEMENT

Student Information:
Last Name: _______________________________________ First Name:____________________________________
Address:_____________________________________ City:_________________ St :__________Zip:___________
Home Phone:___________________________________ CASE Coach:____________________________________

Employer Information:
Employer:_____________________________________________________________________________________
Address:_______________________________________City:______________ St:__________ Zip:_____________

Training Information:
Supervisor’s Name:_________________________________ Supervisor’s Title:_______________________________
Supervisor’s Phone:_________________________________
Term:  Fall  Winter  Spring  Summer

Year:___________ Start Date:_________________ End Date:_____________

Hours per week:_________________ Number of weeks:____________ Number of credits:_______________
 No wage is expected.  A wage is expected.
Term:  Fall  Winter  Spring  Summer

Year:___________ Start Date:_________________ End Date:_____________

Hours per week:_________________ Number of weeks:____________ Number of credits:_______________
 No wage is expected.  A wage is expected.
Term:  Fall  Winter  Spring  Summer

Year:___________ Start Date:_________________ End Date:_____________

Hours per week:_________________ Number of weeks:____________ Number of credits:_______________
 No wage is expected.  A wage is expected.

Student’s Job-Oriented Learning Objectives
1.____________________________________________________________________________________________
2.____________________________________________________________________________________________
3.____________________________________________________________________________________________

Student’s Job-Oriented Learning Tasks
1._____________________________________________________________________________________________
2._____________________________________________________________________________________________
3._____________________________________________________________________________________________
4._____________________________________________________________________________________________
5._____________________________________________________________________________________________

We the undersigned agree to the learning objectives and tasks listed above. We also agree to accept all the
responsibilities, expectations, and agreements of the employer, college, and student listed on this form.

____________________________________
Student Signature /Date

____________________________________
Supervisor Signature/Date

_____________________________________
CASE Grant staff Signature/ Date

Terms and Conditions
By signing the Agreement on this form, the employer, the CASE grant staff at Blue Mountain Community College, and
the student agree as follows:
A. The Employer agrees to:
• accept the student and assign jobs without regard to age, race, sex, national origin, religion, disability, color,
parental status, or marital status.
• designate an individual as the Supervisor to orient, train, and monitor the student and to serve as a liaison
between the employer and college.
• provide the student employment for at least the minimum number of hours and weeks specified.
• provide training experience for the student and assist him/her in structuring and completing Job-Oriented
Learning Tasks.
• notify the CASE staff immediately of any change in the student’s job duties and/or work supervisor.
• provide feedback to the student on his/her work performance throughout the term.
• evaluate the student at the end of the term on a form provided by the CASE staff.
• reserve the right to discharge the student for just cause with proper consultation with the CASE staff.
• If the employer pays the student, the employer is responsible for Worker’s Compensation Coverage.
B. The CASE Grant Coach, Navigator or Coordinator at Blue Mountain Community College agrees to:
• review the Job-Oriented Learning Objectives developed by the instructor, the student and their employer.
• monitor the progress of the student during the term.
• provide documentation necessary for instructor to determine a grade and award college credit for successful

job performance and completion of related assignments, if applicable.
• notify the employer if the student withdraws from the co-op work experience and/or the college.
• provide a time sheet of actual hours worked by non-paid students to the Business Office for calculation of
worker’s compensation insurance coverage.
• Maintain the following records for three years: roster of trainee names; type of work each trainee performs;
dates and hours worked by each trainee.
C. Blue Mountain Community College agrees to provide Worker’s Compensation Coverage (per ORS 656.046) if:
• The student is enrolled in an approved work experience program or eligible professional education project.
• The student is not paid by the employer.
• The student is performing work required of similar full-time paid employees.
• Students obtain the necessary form regarding occupational injury from their instructor, employer
representative, or BMCC Human Resources, and submit the written report to Human Resources within two (2)
days from the injury.
• If an injury occurred while at an employer’s location, the student will be required to fill out a Worker’s
Compensation 827 form and a SAIF 801 form from BMCC Human Resources.
• The student and their employer should each write a summary of the incident, fill out any healthcare agency
forms necessary.
• Before returning to the program after an injury, the student must present a written health care provider’s
statement that the student is physically/mentally able to perform the functions required by the program
without risk to self or others.
D. The Student/Employee agrees to:
• be enrolled in a Blue Mountain Community College degree program.
• The contract must be returned before students can begin clocking hours.
• register with CASE for the CWE program.
• work the required number of hours agreed upon and outlined within this contract
• develop a set of job-oriented learning objectives and a set of job-oriented tasks in conjunction with
Instructor and employer.
• immediately inform the CASE grant staff of any problems or changes in job responsibilities.
• abide by the regulations and policies of the employer and Blue Mountain Community College’s CWE program.
• Return weekly time sheets (mandatory) and employer evaluations to the CASE Career Coach
Student further agrees to have this completed contract signed and returned to the CASE Grant office prior to
beginning CWE with employer.

BMCC-CWE WEEKLY TIME SHEET
CWE TIME SHEET
FOR WEEK OF:_____________________________TO:____________________________

Company Information:

THE STUDENT IS RESPONSIBLE FOR COMPLETING THIS FORM WEEKLY
AND SUBMITTING IT TO THE CAREER OFFICE ON CAMPUS

SUPERVISOR:

STUDENT NAME:

DEPARTMENT:

STUDENT ID NUMBER:
DEGREE/CERTIFICATE EMPHASIS:

DAY

DATE

START TIME

END TIME

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
WEEKLY TOTALS:

Briefly describe your week:
Successes:

Challenges:

EMPLOYEE SIGNATURE:

DATE:

SUPERVISOR SIGNATURE:

DATE:

TOTAL HOURS

STUDENT CWE APPLICATION
Applicant Information
Last Name
First
Street Address
City
State
Phone
Cell Phone
Email address:
Have you ever been convicted of a felony?
 Yes
 No
CWE interest area(s):

Date
Apt/Unit
Zip

If yes please explain:

Specific companies you are interested in (optional)

Availability-There is no guarantee an employer will work around your schedule
Please check semesters of availability:
 Fall  Winter
Please check
your general
availability
Morning
(approx. 9-1)
Afternoon
(approx. 1-5)
Evening
(approx. 5-9)

 Spring

Sunday

 Summer Academic Year: __________________________________

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Experience/Education and Skills
Current employment status:
Full-time
Current or most recent paid position held:

May we contact this employer?
Yes
No
Are you currently a full-time student?
Yes
No
Level
Freshmen
Sophomore
Junior
Senior
Graduate student
Do you speak any other languages?
Yes
No

Part-time

Not Employed

If yes, please indicate school and concentration:
Areas of study:

If yes, please list language(s):

Fluent

Semi-Fluent

Basic

Computer Skills/Software Used:

Cover letter and resume are to be attached to this application

Your CWE will be arranged for days, dates and times that are convenient for the person and business you are placed
with. Please read the following statements and initial, on the line provided, if you agree to each of them.


I understand that Blue Mountain Community College assumes no responsibility for health, accident, or
transportation insurance while I am interning. ____________



I agree to provide transportation or arrange for transportation to and from the job site. _________



I agree to abide by all college policies included in the Student Code of Conduct as well as those set forth by the
business I am shadowing during my shadow experience._________



I agree to follow the dress code established by the host site. _________



I understand that I will be required to submit a resume and cover letter to my internship site and will go through
at least one interview prior to placement. I understand that at least two professional references will be
provided to the host employer. ___________

Signature of applicant _____________________________________ Date __________________
Area below for office use only:

CWE Placement
Business Name

Phone

Business Contact

Contact Number

Date of CWE Interview Appointment

Address

Arrival Time

Departure Time

Comments

Business Name

Phone

Business Contact

Contact Number

Date of CWE Interview Appointment
Comments

Address

Arrival Time

Departure Time

BMCC-DRESS CODES FOR CWEs
How employees choose to dress each day shapes both the employees own mind set as well as other’s reactions to the
employee. An employee’s appearance has a direct impact on the overall image of a business. It makes a distinct
impression on the businesses customers as well as the employee’s individual supervisors and peers.
Many businesses have dress codes that determine what employees should wear when they are on the job. Employees
who work on dangerous job sites must wear clothing that will meet specific safety requirements. A job that requires a
lot of face-to-face customer contact usually requires employees to dress professionally. Dress codes vary from one
business to the next, but they may also vary within a business. Often the manager will be required to wear clothing that
is different from other employees.
All employees are expected to report to work clean, well groomed, and appropriately dressed. Employees should use
care with perfumes and colognes as some in the work place have allergies that are made worse by excessive perfumes
or colognes. The same may be true of the smoke from tobacco products.
On job sites where safety is a concern, the dress code is usually very clear. In business, however, dress codes are not
always easily defined. These descriptions are one example and they should help when you are planning what to wear
for your internship experience. If in doubt ask your internship host
Traditional Business Attire - for women means suits (both skirted and pant styles), blazers, skirts, dresses and blouses.
Men are required to wear a shirt and tie. Non-matching suited looks are usually fine for both men and women as long
as tailored dress slacks accompany the blazer or sport coat.
Business Casual - is a relaxed version of traditional business attire. Pressed slacks, ironed or permanent press shirts,
vests, and sweaters, as a general rule, are appropriate. Employees should use common sense in determining how far
they may stray from traditional business attire and still present themselves in a professional and appropriate manner.
Casual - allows employees to dress even more relaxed than business casual. Employees must keep in mind, however,
that a well-groomed and relaxed professional appearance is still required. Employees must refrain from wearing items
such as tank tops, t-shirts, lycra or spandex, athletic clothes ( such as warm up suits), and caps. Employees should
exercise common sense to determine how casual to dress without losing a relaxed, professional and well-groomed look.
Construction-worksites involved in construction and manufacturing often have attire that although more casual than
that of an office may have required clothing or equipment that ensures the safety of their employees.
Medical- medical facility appropriate clothing may vary depending upon the facility and/or the job you will be
shadowing in the facility. Some facilities ask all personnel to wear scrubs, others only expect nurses and medical
assistants to dress in scrubs.
Some businesses will have “jeans day” or “denim day” which means it is acceptable to wear professional looking denim
jeans with a casual or business casual shirt, sweater, etc.
On the job, employees who are not in compliance with the dress code policy are usually instructed to return home to
change. They are typically not paid for that time away from work. Repeated violations of the dress code policy may be
cause for disciplinary action, up to and including termination.
You are encouraged to dress appropriately throughout your Cooperative Work Experience. Your employer will provide
you with information regarding the appropriate attire.

BMCC-SAMPLE CWE POSITION DESCRIPTION-FORMAT
Position Title:
Position Reference Number
Employer Name:
Position Mentor:
Number of Positions Available:
Work Schedule:
Hours per week:
Wage/Salary/Stipend:

Position Description: Briefly describe the activities that will be expected of the individual in this position

Job Duties: Use this area to detail the tasks expected of the intern. If you have a specific project or projects you would
like the intern to work on, this would be the best place to describe it/them.

Requirements: Use this area to describe any education and experience you desire in an intern. Please remember that in
many cases these individuals do not have real world experience. The employer should describe any proficiencies desired
of the intern such as Word, Excel, Power Point experience. You can also use this area to describe dress code
expectations for the intern.

To Apply: This area may include name and address of individual to whom cover letter, resume and application should
be submitted. If you have a web link for this information, it would be included here.

For assistance with an internship position description, please do not hesitate to contact Blue Mountain Community
College-CASE Grant team careerpath@bluecc.edu. We would be happy to assist in any way possible

BMCC-SAMPLE CWE WORK PLAN
DATE

EVENT

TIME

LOCATION

FACILITATOR/SPEAKER

5/13/13

Welcome and
Orientation
Tour of Facilities

8:00-11:00am

Conference Room B
Administration Building
Meet in Room 102
Administration Building
Room 102
Administration Building
Room 9
Bostwick Building
Room 102
Administration Building
Conference Room A
Administration Building
Central Courtyard

John Public
Owner/CEO
Janie Smith

5/13/13
5/14-17/13
5/20/13
5/20/13
5/21-24/13
5/24/13
5/27/13

Observe Mentor’s day
to day tasks
Jones Project Planning
Work with Janie on
Jones Project
Develop Marketing
plan for Jones project
Memorial Day
Celebratory Staff BBQ
Memorial Day Holiday

11:00am5:00pm
8:00am-5:00pm
8:00am12:00pm
1:00pm-5:00pm
8:00am-5:00pm
12:00pm-2:pm
Leave Day

Janie Smith
John Public/James Sales
Janie Smith
James Sales/Janie Smith
Interns
All Staff

BMCC CWE PERFORMANCE APPRAISAL
Cooperative Work Experience Student
Name

Date of Appraisal

Position Title

Supervisor

Review Period From:

To:

Dept./Unit

Job Knowledge
Demonstrates knowledge of job objectives, duties, and responsibilities
Demonstrates knowledge of procedures, policies, and regulations related to the job.
Proficient in skills required to complete the tasks, such as software, office equipment, etc.
Supporting comments and/or examples

Job Performance
Performs accurate and thorough work; regularly checks and corrects own work.
Prioritizes, organizes and completes work effectively and efficiently; meets deadlines
Uses available resources efficiently
Suggests cost-saving measures
Successfully completes assignments.
Maintains records and other documents in an organized, accurate, and readily accessible manner
(including electronic files)
Responds to direction in a professional and courteous manner.
Uses technology effectively to perform job related tasks
Handles confidential information appropriately.
Welcomes new ideas & Thinks creatively
Supporting comments and/or examples

Self-Management
Adheres to attendance and punctuality standards
Honors lunch and break rules
Completes work with minimal supervision
Solves problems
Begins and completes work requirements without prompting
Accepts personal responsibility for actions
Dresses in accordance with the standards established by employer

N/A

Exceeds Expectations

Meets Expectations

Indicate (X) the appropriate performance level.

Needs Improvement

Review and Respond to the following evaluation factors, making specific comments and examples in
each category to support your rating. Your comments as a supervisor are critical to the learning process
for students. If the student works in multiple departments under the supervision of separate supervisors,
each supervisor should complete a performance appraisal. It is beneficial to request that the student also
complete the performance appraisal, self-evaluating themselves during the cooperative work experience
(CWE).

Unsatisfactory

Performance Criteria

Supporting comments and/or examples

Inter-Personal Relationships
Responds in a timely manner to e-mail, phone messages, and other communications
Works well with others; demonstrates ability to resolve conflict constructively
Interacts in a positive, helpful and courteous manner with:
* co-workers
* community members
Supporting comments and/or examples

Performance Summary
Summarize Areas of Strength.

Based on CWE Performance Appraisal, list the specific areas for improvement, if any.

Signatures
I acknowledge that this performance appraisal was conducted to evaluate my performance during my CWE and things I
can do to become a better employee. Also,a current copy of my CWE job description was reviewed with me by my
supervisor. I further understand that my signature does not necessarily indicate my concurrence with the appraisal results
and that I am entitled to receive a copy of my performance appraisal bearing all the required signatures. It is my
understanding that a permanent record of these results will be maintained my CASE file.

Employee:____________________________________________________________________ Date:____________

Immediate Supervisor completing this form:____________________________________________ Date:____________
Print Name:______________________________________Title______________________________________________

Reviewed by Career Coach: ___________________________________________________ Date:___________
Print Name:______________________________________Title______________________________________________
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BLUE MOUNTAIN
COMMUNITY COLLEGE
STATEMENT
It is the policy of the Blue
Mountain Community College
Board of Education and School
District that there will be no
discrimination or harassment on
the grounds of race, color, sex,
martial status, sexual orientation,
religion, national origin, age or
disability in any educational
programs, activities or
employment. Persons having
questions about equal
opportunity and
nondiscrimination should contact
the Vice President Operations at
150 Morrow Hall, Blue Mountain
Community College, 2411 N.W.
Carden, Pendleton, OR 97801.
Phone 541-278-5796 or TDD 541278-2174

DEPARTMENT OF
LABOR STATEMENT
Equal Employment Opportunity
CASE is a WIA Title I- financially assisted
program and is therefore an equal
opportunity employer/program which
provides auxiliary aids and services
upon request to individuals with
disabilities by calling 711 or
800.648.3458 TTY.
US Department of Labor
The CASE grant project ($18,679,289) is
100% funded through the US
Department of Labor’s Trade
Adjustment Assistance Community
College and Career Training program.
DOL Attribution
This workforce solution was funded by a
grant awarded by the US Department of
Labor’s Employment and Training
Administration. The solution was
created by the grantee and does not
necessarily reflect the official position of
the US Department of Labor. The
Department of Labor makes no
guarantees, warranties or assurances of
any kind, express or implied, with
respect to such information, including
any information on linked sites and
including, but not limited to, accuracy of
the information or its completeness,
timeliness, usefulness, adequacy,
continued availability or ownership.

This work is licensed under a Creative Commons Attribution 4.0 International License.

