EMPLOYER’S
School-to-Career Pocket Guide
CBIA
Connecticut
Business&Industry
Association
350 Church Street, Hartford, CT 06103-1126

cbia.com

Connecticut State Department
of Education

CBIA represents more than
10,000 businesses and is the
official business partner of
“Connecticut Learns,” the state’s
school-to-career initiative. Our
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leadership role connects us with
the National Alliance of Business,
the National Association of
Manufacturers and the U.S.
Chamber of Commerce in support
of school-to-career.

What is school-to-career?

Why school-to-career?

School-to-career is an educational approach
that combines rigorous classroom instruction
with work-site experiences that offer practical,
hands-on training. It’s based on the proven
concept that education works best and is the
most useful for future careers when students
apply what they learn in school to real-life, realwork situations. This gives students the opportunity to make informed career decisions.
Basically, school-to-career prepares people for
careers in the New Economy, focusing on academic and professional success.

Nationwide, students are graduating from high
school without the proper skills, training or vision
needed for the workforce or to advance their education. What’s more, today’s employers can’t find
enough skilled and motivated workers to fill good
jobs.

The eight industry clusters are:
• Arts and Media

How does school-to-career
work?
School-to-career programs are now available
throughout many of Connecticut’s schools.
Students in school-to-career programs learn
about and explore myriad career opportunities
in eight industry clusters that have been identified by employers like you, working with CBIA
and educators.

• Business and Finance
• Construction Technologies and Design
• Environmental, Natural Resources and
Agriculture
• Government, Education and Human Services
• Health and Biosciences
• Retail, Tourism, Recreation and Entrepreneurial
• Technologies: Manufacturing, Communications
and Information Technologies
CBIA has outlined the jobs that will be in demand
by employers in these clusters and the skills standards students will have to meet in order to gain
entry-level employment, either with a high school
diploma or a degree from a higher-education
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institution. These skills standards are available for
download from the CBIA Web site (cbia.com) or
by viewing the CBIA “Career Exploration Video
Series.” (See inside back cover for a complete
listing of CBIA school-to-career resources.)

Students are expected to stay in school, take a
core academic curriculum, demonstrate competencies in the Connecticut career clusters,
maintain their grades and make measurable
progress toward completing a diploma.

School-to-career
emphasizes:

Employer involvement
Employers play a very important role in schoolto-career. First, they help schools understand
what today’s workplace is like and exactly what
kinds of knowledge and skills they need from
job applicants. Then, they provide the opportunities for students to work with them — and
ultimately earn a Connecticut Career Certificate.
The certificate is a designation officially recognizing the academic, technical and employability skills students have attained.

High academic achievement
School-to-career is intended to ensure that participating students meet challenging academic
standards and that they master the tools they’ll
need to enter employment and/or succeed in a
program of higher education.
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Responsibility
Just as they are held to high academic standards, students are required to honor work-site
rules and fulfill their obligations to employerhosts in a mature and responsible fashion.

Local participation
Participating employers become part of a
school-to-career network of partnerships with

School-to-Career is:
• Education with a stro
focus on the future
• Classroom learning
supplemented with w
based experiences
• Practical preparation
the workplace or for
advanced learning

School-to-Career is:
• Education with a strong
focus on the future
• Classroom learning
supplemented with workbased experiences
• Practical preparation for
the workplace or for
advanced learning

local educators, government, and ultimately,
parents and students.
Close ties
Classroom instruction and work-based learning
experiences are closely coordinated to enhance
the value of each. For example, work-site learning often involves the practical application of
mathematics, science, reading, writing, social
studies and computer skills. At the work site,
employees also help students develop skills in
problem solving, teamwork, time management
and communication. School-to-career programs are proven to help students stay motivated, stay in school and then move on to gainful employment or higher-education programs.
Support
CBIA provides outreach and support to
employers and educators who participate in

school-to-career. We have developed materials
and tools to help establish effective school-tocareer partnerships. These materials are available to download from cbia.com (select
“Education & Training,” then “School-toCareer”). “Students in the Workplace: A
Connecticut Employer’s Guide to School-toCareer” is especially important because it provides employers with the basic information
they need to get started on a school-to-career
initiative.
We believe that by working together, we can
expand opportunities for all Connecticut students and increase the supply of skilled workers for employers. We can also connect you to
the right people to work with in your local
schools. Here’s how to get started.
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▼
Career Exploration
Provide speakers to local schools, and participate in career/job fairs, to talk about your
industry and the career opportunities it offers.
Time investment: 1-3 hours*

School-to-Career act
▼
▼
Field Trips/
Job Shadowing
Company Tours
Invite students and teachers into your workplace so they can experience firsthand your
business world and meet your employees.
Time investment: 1-3 hours

Career Exploration
Employers can help students explore careers in all of the above activities.
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* all times are approximate

Allow a student to spend time in your company
and “shadow” one of your employees during a
typical day at work.
Time investment: 4-8 hours

ivities for employers
▼
▼
▼
Internships
Pre-apprenticeships
Externships for Educators
Provide a paid work-site opportunity in which a
student can develop skills through hands-on
learning and instruction in your company.
Create opportunities for the student to be
exposed to all aspects of your industry. This
will be closely tied to classroom instruction.
Time investment: 3-18 weeks

Help launch a student on a career path with a
structured, on-the-job training and instruction
program — based on a written agreement —
which will lead to a certification as a qualified
worker. Use the same conditions as you would
for someone registering for a full-time
apprenticeship.
Time investment: 3-12 months

Open your doors for an educator (teacher,
guidance counselor or administrator) to
observe and participate in your workplace.
Externships help reinforce and update the
teaching that takes place in the classroom.
Time investment: 1 day - 6 weeks.

Mentoring
Employers can develop formal relationships between individual students and employees, providing
them with encouragement, support, instruction and guidance in their career-decision process.
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Career
Explorations

What to do: Create an easy and enjoyable
learning experience that can informally introduce students and teachers to your company
and industry. For example, send one of your
employees to speak to a group of students at a
local school and demonstrate your products.
Or, participate in a local job or career fair, in
which you can meet students informally and
give them information about your company. In
any case, let students mix with your employees
— that’s when the learning begins.
Duration: Individual events and presentations
can be brief, but you can participate in any of
these types of activities many times over many
years.
Students’ grade level: Appropriate for any age
group when tailored to their interests and abilities.

Benefits of Career Explorations
Students will:
• Learn about different jobs and careers at
your company.
• Identify their personal interests, skills and
abilities.
• Understand the variety of academic, work
and communication skills that you require.
• Challenge their views of different jobs and
careers.
• Understand the connection between school,
work, and setting and achieving goals.

Keys for Employers
• Make sure you review and confirm event
details with the school, including their
expectations for your presentation.

• Identify employees who are comfortable and
can communicate easily with young people.
• Ask your employee(s) to talk about today’s
jobs, other career opportunities in your
business or industry, the types of education
and skills needed to succeed, typical work
schedules, and salaries.
• If you bring students to your workplace,
make sure you:
- Make the school aware of any special
requirements, dress code or safety gear;
and
- Provide directions, travel time and
parking information.
• Relax and have fun!
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What to do: Open your doors to a visit from a
group of students and teachers from an area
school and “show off” your company and
products. Conduct a guided tour of your facilities and allow your visitors to meet your
employees. Provide a picture of what your
company does, how it conducts business and
how it competes in today’s marketplace.
Duration: Approximately 1-3 hours.
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Field Trips/
Company Tours

Grade level: Appropriate for any age group if
tailored to their needs and abilities.

Benefits of Field Trips/Company Tours
Students will:
• Gain broader exposure to the world of work,
especially at your company.
• Learn how a business operates and how it
fits into the state and national economies.

• Learn about the work your employees do and
the skills they have.
• Increase their understanding about career
opportunities available to them.
You will:
• Meet some prospective job applicants.
• Create positive public relations in your community.

Keys for Employers:
• Plan the day’s activities well in advance so that
students have the best possible experience.
• Determine the age group of your visitors and
adjust your message accordingly.
• Prepare your employees to be gracious hosts,
and encourage them to take and answer questions.

• Mix talking with showing, so that you illustrate different aspects of your company.

• Make this part of your company’s communityrelations outreach.

• Encourage students to ask questions.
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Job Shadowing

What to do: Match one of your employees with
a student visitor who will spend a good part of
a typical workday at your company “shadowing” your employee. Encourage the employee
to talk with the student about what he or she
does, what kinds of skills and instruction are
necessary for the job, how the job fits in with
the rest of the company, and what it’s like to
work there.
Duration: Approximately 4-8 hours.
Grade level: Most appropriate for students in
the seventh grade through high school.

Benefits of Job Shadowing:
Students will:
• Begin to identify career interests — influenced by what they see at your company.
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• Get a realistic view of the daily routines of
adult workers.
• Gain an awareness of the academic, technical and personal skills required by certain
jobs.
• Develop and apply communication skills by
interacting with workers.
• Realize that different jobs are characterized
by different work cultures and environments.
You will:
• Get the chance to more fully introduce your
company to an interested student.
• Deepen your school-to-career relationships
with area schools.

Keys for Host Employees:
• Go about your normal job routine so that your
student “shadow” can observe you at work.
• Plan to allow the student to do some limited, hands-on tasks (make sure you closely
supervise).
• Explain the important aspects of your work
and how they relate to other jobs in the
company.

• Use a check-off sheet to see if you’ve covered everything.

CBIA helps employers participate in the
annual Groundhog
Job Shadow Day, a

• Talk about how the work of your company
affects the local or regional community.

national initiative to

• Be patient — it’s hard to do your work,
answer questions and be a good host at the
same time!

the world of work.

engage students in

• If yours is a union environment, seek its
involvement in your planning.
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What to do: An internship is a more in-depth
school-to-career experience in which a student
spends an extended period of time at your
company completing:
• A planned series of activities or learning
objectives, or
• A project designed to provide a broad
understanding of your business or industry.
By integrating classroom learning with real-life
workplace experiences, an internship helps a
student simultaneously develop academic and
vocational skills.
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Internships

Pay: If a student is doing work that you would
typically pay an employee to do, you must then
pay the student. For college or other postsecondary interns, class credit may also be
offered.

Duration: Usually 3-18 weeks; hours variable.
Grade level: Grades 11-12 (high school junior and
senior years)

Benefits of Internships
Students will:
• Develop transferable academic, technical and
employability skills.
• Apply basic skills and knowledge to your realworld work setting.
• Focus their career interests by experiencing a
job and career in your company, in depth.
• Understand the culture of your workplace.
• Begin to assume real responsibilities in an
adult work setting.
You will:
• Cultivate a potential addition to your workforce.

• Develop the teaching and mentoring abilities
of your employees.

Keys for Employers:
• Help design a student project or planned set
of workplace activities.
• Help write and co-sign a learning agreement.
• Teach, supervise and encourage your intern.
• Integrate the student into your workplace
and expose him or her to as many aspects
of your business as possible.
• Evaluate your intern’s academic, technical
and employability skills (required for students in Connecticut Career Certificate program).
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What to do: The pre-apprenticeship program is
an extensive work-site arrangement in which a
student progresses through a planned
sequence of increasingly demanding activities
that’s integrated with classroom instruction.
Students will:
• Learn entry-level job skills, and
• Earn skill certification.
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PreApprenticeships

Duration: The duration of a pre-apprenticeship
must not exceed 2,000 hours or 24 months.
Work hours the pre-apprentice accumulates
after school, on weekends and in the summer
are credited toward the completion of an
apprenticeship should the student choose to
pursue that field after graduation from high
school.
Terms: Students must be at least 16 years of
age and have parental consent. Just as with

any other kind of apprentice, you will sign an
agreement formally outlining work conditions
and the training, instruction and pay the student will receive. You need to determine the
qualifications for admission into the program,
within the limits of state and federal law. It’s
understood that completion of the program will
lead to the student’s certification as a qualified
worker.

dent to achieve proficiency.
• Comply with all pertinent workplace laws.
• Maintain the required ratio of apprentices to
journeypersons.

Keys for Employers:
• Set pre-apprenticeship training standards.
• Train and supervise the student, evaluate his
or her work, and help develop industry-recognized skills.
• Develop a work schedule detailing the skills,
operations and processes to be taught.
• Establish realistic time periods for the stu-
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Mentoring

What to do: Establish a long-term relationship
that will provide a student with ongoing career
support and encouragement within your company. Over time, a mentor will help a student
become accustomed to the rules, norms and
expectations of the workplace. He or she will
also provide career insight and guidance based
on personal experience. A mentor may engage
in a wide range of involvement, from simply
providing the student with a “buddy” to offering intensive, structured work experiences.
Duration: Depends on individual needs.
Grade level: Most appropriate for high schoolthrough college-age students.

Purpose:
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• Provides a learning/support activity, not an
actual job.

• Provides a youth with an adult who will
serve as an adviser and coach.
• Offers career insights and imparts how
basic skills relate to success.

Keys for Employers:
• Be aware of your legal responsibilities in
serving as a mentor to youth — the same
guidelines as those for your employees.
• Seek guidance from your school liaison in
how to communicate and work with young
people. Be aware that young people often
have unrealistic expectations and attitudes
about the workplace.
• Try to offer activities that will help your student develop workplace skills and career
insights.
• Be direct with your school liaison about any

concerns or questions you may have.
• Stay flexible and open to change.
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Externships
for
Educators
18

What to do: Invite teachers and other school
officials into your company for their own
school-to-career experiences, without students.
Educators can learn a great deal about today’s
workplace — and better communicate it to
their students — through externships at your
company. Simply, an externship allows an educator to spend time observing and/or participating in the workplace, gaining valuable
insights about how academic, technical and
employability skills all come together.
Duration: An externship can be as short as
several days or as long as a summer vacation;
it may even extend to a full year.
Teaching level: Any educator can benefit, but
teachers of grades 7 through 12 may benefit
the most in applying their workplace experiences to their academic curricula.

Benefits of Externships
Teachers will:
• See and experience for themselves the
dynamics of your company and what it
takes to work there.
• Expand their horizons of career possibilities.
• Better equip themselves to teach a workbased school-to-career curriculum.

• Identify an employee who will serve as a
mentor or supervisor to the extern.
• Show the extern current business practices,
such as what you are doing in total quality
management and continuous improvement.
• Expose the educator to your profession and
what role it has in today’s economy.
• Work with the educator on how to apply the
work-site experience to the classroom.

You will:
• Gain from having educators teach about the
workplace from positive, meaningful experiences at your company.

Keys for Employers:
• Meet with the visiting educator(s) prior to
the externship to outline expectations and
establish guidelines.
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CBIA’s Career Exploration Video & CD Series
Plus new IT industry video!
CBIA’s acclaimed series of Career Exploration videos and CDs feature real people describing real jobs
in today’s working world. Taped exclusively in Connecticut companies, the programs cover each of
eight industry clusters, and the CD set includes most of the videos plus other online resources. And
now, there’s a new video on careers in Information Technology.

Career Exploration Videos:
•
•
•
•
•
•
•
•
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To order Career Exploration
Arts and Media
Videos, companion 2-CD
Business and Finance
sets and new Information
Construction Technologies and Design
Technology industry videos,
Environmental, Natural Resources and Agriculture
call CBIA at 860-244-1900.
Government, Education and Human Services
Health and Biosciences
Retail, Tourism, Recreation and Entrepreneurial
Technologies: Manufacturing, Communications and Information Technologies

CBIA School-toCareer Resources
for Employers
CBIA offers Connecticut employers help in
developing a skilled workforce. You can get, or
learn about, many of these resources at
cbia.com:

Career Exploration Video Series,
CD-ROM and Web Site
A great way to introduce your industry and
some entry-level jobs is CBIA’s new “Career
Exploration Video Series.” The series of eight
industry-specific videos and one overview
video is especially geared to students.

Students in the Workplace: Connecticut
Employer’s Guide to School-to-Career

Information Technology (IT) Video and
Connecticut IT Skill Requirements

Everything you and your company need to
know about school-to-career — we wrote the
book on it!

The fastest-growing job sector in Connecticut
is in information technology (IT), and these
new CBIA materials provide the perfect introduction. Contemporary and informative, the
video illustrates the world of opportunity in IT.
And the requirements outline the path to get
there.

Industry-Skill Requirements:
Academic, Technical and Employability
Business and industry representatives from
eight industry clusters told us what basic
skills would be needed to obtain entry-level
jobs in a wide range of occupations. Now,
these standards are published in a series of
eight booklets.

Business Training Resources
for Employers
You can learn about many other resources now
available to help your company develop a
skilled workforce.

For more information about all of these resources, visit cbia.com (Select “Education & Training.”)

School-to-Career: Educating Students for a New Economy
Please contact my company to discuss how we can get involved in school-to-career.

Mail this form to:

We are interested in these activities/products:
❑ Career explorations

CBIA Education Foundation
350 Church Street
Hartford, CT 06103-1126

❑ Field trips/company tours

❑

Career Exploration Videos

❑ Job shadowing

❑ Internships for students

❑

New IT Video

❑ Pre-apprenticeships

❑ Externships for educators

❑

Career Exploration CD set

Name _____________________________________________________ Title _________________________________________________
Contact person [if other than above] ___________________________________________________________________________________
Company ________________________________________________________________________________________________________
Address _________________________________________________________________________________________________________
City/State/ZIP _____________________________________________________________________________________________________
Telephone _______________________________________________ E-mail _________________________________________________

For more information about school-to-career, visit cbia.com (select “Education & Training,” then “Schoolto-Career”). Or call CBIA’s Education Foundation at 860-244-1900.

