Exposures: School-to-Career 
Counselor’s/Contact Checklist

1. _____
Receive packet of information at August Counselor’s meeting at DCTC.

2. _____
Provide program opportunity information to students - over PA system, Channel 1, written 
announcements, cable channel, class meetings, go into classrooms, etc.

3. _____
Look over list of potential candidates, if applicable.

4. _____
Have applications, resume forms, and parent information sheets accessible to for interested   

students.                                                                                                                                  

5. _____
For students selected, hand-out Emergency Medical Forms, Evaluation forms and Bus 
Permission slips to be completed and returned before or by the date scheduled to meet with 
Program Coordinator.

6. _____
Applications due to school contact/counselor by dates designated on Application – in Sept. and 
Dec.
7. _____
Applications due to Program Coordinator, Jackie Leonard, before or by the same due date
as referred to above - before would assist all parties in early placement, learning if TB test      needed, etc.
8. _____
Collect TB intradermal information from students going into a Medical or Child Care facility
before or on day Program Coordinator meets with the students.
9. _____
Schedule time for program Coordinator to meet with your students selected to participate 

the week prior to their 
session beginning. TB results, Emergency Medical forms and Bus 
Permission slips may be given to the Coordinator at that time.

10. _____
Provide the attendance office with the names of those students selected to participate and

the dates they will be missing, so they may be marked as an excused absence.

11. _____
Remind students to get their homework/class assignments ahead of the day they will be missing.

12. _____
Remind students to wear proper attire. Proper attire is what they were told through the letter that
was sent to their parent/guardian and discussed at the meeting with the program coordinator.

13. _____
Remind students if they are ill, they are to call their mentor and the program coordinator. This 
is a mandatory three times. Please remind them of this.

14. _____
Check with students after their first session to see how everything went. If there was a problem, 
please let the Coordinator know.

15. _____
Remind students the Appreciation Breakfast is part of the commitment to being selected. Dress
is business casual to professional. No jeans, T-shirts, bagging pants, short skirts, etc. Your 
attendance is also very important.
16. _____
Evaluations and journals are to be turned in to you within one week of the final session.
17. _____
Remind students to take a handwritten “Thank-You” note with them to their final session.
THANK-YOU FOR ALL OF YOUR HELP, TIME, PATIENCE AND CARING!
“FOR OUR CHILDREN, THE ROAD TO HAPPINESS AND SUCCES IS USUALLY

 PAVED BY OUR EXAMPLE.”
