WORKPLACE TOUR INFORMATION

This guide is designed to give you the information you need to plan an inspiring, fun, and
successful career presentation. If you have any questions, or need additional support, please
dont hesitate to contact Lisa McNaney at Imcnaney@tvrop.org.

WHAT IS A WORKPLACE TOUR?

A workplace tour is an activity that brings students to a workplace to learn more about a
company and its industry, observe employees in their normal work routines, and ask questions
of employees. During the tour, employees can demonstrate the equipment and technology they
use on an everyday basis while highlighting the core skills and knowledge they apply in their
jobs.

More than a simple field trip or site visit, a workplace tour is designed and structured to meet specific
learning outcomes, be educationally rich, and build awareness of the business, it's industry sector, its
role in the economy, and the career options it provides. A workplace tour is conducted at a workplace

for small groups and involves preparation and follow-up in the classroom.

Workplace tours can include both walking tours of the workplace and sitdown presentations by
employees about their work. Many employers also include lunch as part of the program, with
students joining employees in the cafeteria or for a brown-bag discussion. Tours can include
student groups of any size, but employers might consider breaking large groups into two or more
smaller ones to facilitate more one-on-one interaction between students and employees. Schools
or teachers can initiate company tours by reaching out to local employers. Companies can also
initiate them by offering tours to schools in their communities.Tours can be for students at all grade
levels, from elementary through high school.



THE BENEFITS OF A WORKPLACE TOUR?
BENEFITS FOR THE STUDENT:

e Students get to see an actual workplace and get a firsthand feel for what it's like to work in the
employer’s industry.
e Students meet with professionals and gain real-world insights into jobs and careers.

BENEFITS FOR THE EMPLOYER:

e Employers have the opportunity to nurture student interest in jobs and careers with their
company and in their industry.

 Employers can help students understand the education and skills they need to secure jobs
with their companies.

e Employers advance their reputation as supporters of education and community leaders

among school leaders, teachers, parents, and students.

BENEFITS FOR THE EMPLOYEE/PRESENTER:

® Employees have an opportunity to connect with local students and reflect on their jobs, their
careers, and the skills they use every day.

* Employees gain valuable experience in public speaking and in serving as ambassadors for
their companies and industries.

e Employees increase their job satisfaction after connecting with youth in their communities.

MAKING IT EFFECTIVE AND EDUCATIONAL

BEFORE THE TOUR

COORDINATE WITH THE SCHOOL OR TEACHER ABOUT LOGISTICS. Establish contact with the school or the
classroom teacher so you understand their expectations and requirements.

Here are some logistical questions to discuss:

* How long should we schedule for the tour2 (Note that student tours often last for 60 to 90
minutes; for longer tours, you might want to include more breaks for Q&A time, hands-on
activities and other opportunities to break out of the mode of “talking at the students.)

* How many students will be on the tour2 How many teachers and other adults@

e Can the tour include lunch?

During your up-front communications with the school or teacher, make sure they have the
information they need to make the visit a success, including:

* Where to park/what entrance to use

* Where you will meet them

e What safety requirements students and adults on the tour will have to follow

* What students and teachers should wear (are your facilities cold/hot?)

* What else to bring (bag lunches, water, etc.)



CHOOSE THE ROUTE. Some parts of your company may be clearly off limits to visitors. Decide well
in advance what parts of your facility are both accessible and interesting to young visitors.

PLAY IT sAFE. Depending on the nature of your company and its operations, opening the doors to
a student group may require you to follow important safety precautions.

CONNECT IT TO THE CLASSROOM. Find out who the students are and what they are learning right now

in the class that is relevant to the company’s operations and what its employees do on a day-to-

day basis. Questions for the school or teacher include:

® What is the background of the students in the class?

* Are there any questions about jobs/careers the students should be able to answer after the tour?

* What are students currently learning? What general topics seem to excite them@ What topics
are they struggling with?

* Are there plans to have students report or reflect on what they have learned from the workplace
tour? How can the company tour lay the groundwork for this reflection?

LINE UP A VARIETY OF EMPLOYEES TO SPEAK TO STUDENTS. One employee may end up leading the tour,
but make sure to involve other workers so students have a complete picture of the variety of jobs
and careers in your company and your industry. Make sure featured employees represent different
aspects of the company’s work, different skill sets and educational backgrounds, as well as
diversity in terms of gender and race/ethnicity. Young employees can be especially good at

connecting with youth.

Be sure to prep all employees who will be presenting to the students so they understand

their roles.

ORGANIZE HANDS-ON ACTIVITIES IF POSSIBLE. Think about how to get students involved in your
company’s work in a more direct way. Can they give some of the equipment a test run? Can
they create an artifact of your company’s product to take home2 Can they get their hands on
some of the raw materials that go into your productse Of course, safety should be your primary
concern when creating opportunities for students to experience your company’s operations in a

more direct way. See “Safety Checklist for Student Tours,”below, for more on how to play it safe.

SCHEDULE A LUNCH OR WATER/SNACK BREAK. If students are going to be on site for more than an hour
or two, talk to the school or teacher about including lunch or a snack break on the agenda. This
might be an opportunity for students to sit briefly with employees and talk in a more casual way
about their jobs.



DURING THE TOUR

WELCOME STUDENTS WITH A QUICK ORIENTATION. Invite students to gather in a conference room or
other large space for a quick overview of the company and its industry, history and operations,
as well as any safety tips they need to know. Discuss how many people work for the company,
and provide a quick overview of the various types of jobs they hold. Give the students a preview
of what they are going to see on the tour. Consider using a brief (no more than three-minute)
video or slide presentation as part of the orientation and make sure to point out where restrooms
and water are a part of your orientation.

SHOWCASE COOL TECHNOLOGY AND EQUIPMENT. Have employees demonstrate some of the technology
and equipment they use on a day-to-day basis during the tour. This could include lab equipment
and other machinery, computer and video systems, and more. The more state-of-the-art, the better.
Make sure to explain what skills employees need to operate the equipment, as well as how the
equipment helps them do their jobs.

BE PREPARED WITH ANSWERS. Make sure all employees are prepared to talk with students about the

following topics:

® What is your job with the company?

* What was your pathway to the job? What did you study in school, and what level of education
do you have?

* What were your plans when you were the age of the young people on the tour?

® What is it like to do your work (including a description of your typical day and your
responsibilities)?

* What are the educational and skill requirements for people in your position? For others in the
company and the industry?

* What are some of the skills you apply on the job on an everyday basis, including math, science,
writing, and communications?

® How much do you work alone, and how much do you work as part of a team?

SAVE TIME FOR Q&A.. Both during the tour and after the tour, make sure to open things up to
questions from the students. Create Q&A moments throughout the tour as the students encounter
different aspects of the company operations and as they talk with different employees.
Remember, every question is a good question.

MAKE AN IMPRESSION. Leave students with an exciting picture of what it is like to work at your
company, and make sure they understand what skills, degrees, or certifications they need to enter

a career in your industry.



PROVIDE TAKEAWAY MATERIALS AND FREEBIES. Make sure you have attractive, informative materials to
share about your company, including brochures and other handouts students can take home. Avoid
highly technical materials or materials that are full of jargon. Can you share an example or artifact
of a company product? Consider putting those materials in a gift bag for each student, along with
company freebies such as note pads, pens, or other giveaway items.

FOLLOWING UP

EVALUATE IT. In your follow-up contacts with the school, evaluate whether the classroom visit met the
school’s goals and your goals.

THINK ABOUT WHAT'S NEXT. Speak with the school or teacher about offering follow-up activities to give
students an even closer look at your company and jobs in your industry, such as job shadowing and
other activities explored elsewhere in this guidebook.

RESOURCES

SAFETY CHECKLIST FOR STUDENT TOURS

e Coordinate with your company’s security office about identification requirements and badging,
as well as other policies for visitors.

® Ensure that none of the tour occurs in areas that are off-limits to visitors.

* Make sure all students and adults on the tour receive relevant safety instruction.

e Advise all tour participants about the “rules of the road” for the tour—no wandering off, wear
safety equipment as appropriate, etc.

® Provide necessary safety gear for all participants—eye goggles, earplugs, hard hats, gloves, etc.



