Building Student Work-Based Learning Experiences Tip Sheet

Below are tips you can use when contacting businesses about work-based learning experiences.

· Identify what jobs/job tasks students are interested in based on student’s feedback 
· Assist the student in developing a one-page profile or resume 	 	
· Gather student’s input on businesses you are going to contact to ensure they are interested in the work-based learning locations 	 	
· Develop an “elevator pitch” to use when contacting businesses	 	
· Create an organizational system to keep track of employer contacts 	 	
· Use personal connections in the community that may lead to employer connections for work-based learning opportunities	
· Determine the best form of contact (cold calls, walk-in visits, email, etc.) for each employer	 	
· Explain the purpose of work-based learning services when discussing opportunities for students with potential employers	
· Answer questions businesses might have about working with students with disabilities and be prepared to discuss solutions to potential barriers	 	
· Get to know the day-to-day operations of a business 	 	
· Identify potential day-to-day tasks a student could complete or assist with at the business 	 	
· Engage in collaborative efforts to ensure the student is successful  	 	
· Invite businesses to participate in school-based events like parent nights, transition fairs, etc. 	 	
· Connect students with adult services like Vocational Rehabilitation or the Department of Intellectual and Developmental Disabilities, who could provide on-the-job support after high school.	 



	


Employer Contact Log
Use this Employer Contact Log to record information about potential work-based learning sites.
	Student 
	Work interest(s) 
	Employer name 
	Manager name 
	Manager contact information 
	Business address 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	
	
	
	
	



