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Equal Opportunity Is the Law

The Panhandle Workforce Development Board, as a recipient of federal financial assistance, must provide the
following notice that it does not discriminate on any prohibited ground.

It is against the law for this recipient of federal financial assistance to discriminate on the following bases: against
any individual in the United States, on the basis of race, color, religion, sex (including pregnancy, childbirth, and
related medical conditions, sex stereotyping, transgender status, and gender identity), national origin (including
limited English proficiency), age, disability, or political affiliation or belief, or, against any beneficiary of, applicant
to, or participant in programs financially assisted under Title | of the Workforce Innovation and Opportunity Acton
the basis of the individual’s citizenship status or participation in any WIOA Title I-financially assisted program or
activity.

The recipient must not discriminate in any of the following areas:
e Deciding who will be admitted, or have access, to any WIOA Title I-financially assisted program or activity;
e Providing opportunities in, or treating any person with regard to, such a program or activity; or
e Making employment decisions in the administration of, or in connection with, such a program or activity.

Recipients of federal financial assistance must take reasonable steps to ensure that communications with
individuals with disabilities are as effective as communications with others. This means that, upon request and at
no cost to the individual, recipients are required to provide appropriate auxiliary aids and services to qualified
individuals with disabilities.

What to Do if You Believe You Have Experienced Discrimination

If you think that you have been subjected to discrimination under a WIOA Title I-financially assisted program or
activity, you may file a complaint within 180 days from the date of the alleged violation with either:
e The recipient’s Equal Opportunity Officer (or the person whom the recipient has designated for this
purpose);
e Director, Civil Rights Center (CRC), US Department of Labor 200 Constitution Avenue NW, Room N-4123,
Washington, DC 20210 or electronically as directed on the CRC website at www.dol.gov/crc

If you file your complaint with the recipient, you must wait either until the recipient issues a written Notice of
Final Action or until 90 days have passed (whichever is sooner), before filing with the CRC (see address above). If
the recipient does not give you a written Notice of Final Action within 90 days of the day on which you filed your
complaint, you may file a complaint with CRC before receiving that notice. However, you must file your CRC
complaint within 30 days of the 90-day deadline (in other words, within 120 days after the day on which you filed
your complaint with the recipient). If the recipient does give you a written Notice of Final Action on your
complaint, but you are dissatisfied with the decision or resolution, you may file a complaint with CRC. You must
file your CRC complaint within 30 days of the date on which you received the Notice of Final Action.

If you wish to file a complaint, please ask the Workforce Solutions Panhandle staff, or you may contact the Equal
Opportunity (EO) Officer:

Leslie Hardin, EO Officer Jon Pokorney, TWC EO Officer

415 SW 8th Avenue 101 E. 15th Street, Room 556

Amarillo, TX 79105 Austin, Texas 78778

806-372-3381/ Fax 806-373-3268 (512) 463-2400 / Fax: (512) 463-7804

Relay Texas: 711 or Relay Texas: 1-800-735-2989 (TDD)

1-800-735-2989 (TDD) 1-800-735-2988 (Voice)

1-800-735-2988 (Voice) Auxiliary aids and services are available upon request

to individuals with disabilities. Equal Opportunity
Employer / Program
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Introduction

What is a teacher externship?

A teacher externship is a specialized professional development opportunity designed for Texas high
school educators, immersing them in various industries for firsthand experiences. This initiative
establishes a direct link between teachers and regional employers, allowing educators dedicated
time in a workplace environment. The primary objective is to narrow the gap between classroom
instruction and practical applications, empowering teachers to enrich their curriculum with relevant
knowledge for a more career- aligned educational experience.

Significance for Teachers

Teacher externships hold significant meaning for both Career Technical Education (CTE) and core
academic teachers, serving as a bridge between skills-based and knowledge-based education. The
experience enables educators to constantly update their knowledge, connect classroom content
with students' career interests, and play a crucial role in students' development of academic and
technical skills required for the workforce.

Purpose

The purpose of a teacher externship is to immerse educators in business, industry, and service-
based organizations, providing a practical understanding of how classroom content and learning
strategies are applied in the workplace. Teachers enhance their pedagogical practices by
incorporating new methods, labor market information, and employment skills, ultimately increasing
the relevance of student learning.

Benefits

Teacher externships offer transformative experiences, energizing faculty and changing the
classroom dynamic by making educators more empathetic to their students' world. With firsthand
exposure, teachers can design meaningful classroom activities, projects, and work-based learning
opportunities, adding relevance to students' learning. The experience also allows teachers to
explain the value of what students are learning more effectively and fosters cooperative learning
environments.

Moreover, externships benefit both teachers and hosting employers. Teachers gain fresh
perspectives, tying curriculum to real-world applications, while employers contribute to education
by informing educators about their expectations, offering input to the curriculum, and providing
various avenues of involvement, from guest speaking to internships.

Externship Requirements

Educators participating in the externship are required to meet specific criteria to ensure a
meaningful and productive experience. The program defines essential requirements to be fulfilled
by educators throughout the externship period. The outlined requirements serve as a guideline for
educators to maximize the benefits of the externship and enhance their professional development.

Requirement Checklist

[J Attend the Pre-Orientation Upload all Required Documents

[0 Communicate with Staff Connect with Your Employer

[0 Participate in Your Experience Keep a Time Log

O O oOooO

[0 Attend the Post-Orientation Submit a Lesson Plan

O Schedule a Field Trip or Classroom Visit
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Who is eligible to participate in the externship?

The Summer 2025 Teacher Externship program will serve Texas Panhandle middle and high school
Teachers, Adult Education & Literacy (AEL) Teachers, Institutions of Higher Learning (IHE)
Teachers, school counselors, and school administrators (Superintendents, Principals, and
Assistant Principals) from participating Independent School Districts (ISDs).

Must be at least 18 years of age, eligible to work in the United States, and if male and born after 1960,
be registered with selective services. Verify here: https://www.sss.gov/Home/Verification

How will | be paid?

The $1,000 stipend will be paid directly to you by the Panhandle Regional Planning Commission once
all requirements have been completed.

How long is the Teacher Externship Experience?

* Teachers are required to participate for a minimum of five (5) days and a maximum of ten (10)

at the worksite, with each day being at least four (4) hours. Teachers must also attend the pre-
and post-Externship orientations.

Do you offer workshops?

Participation in the Teacher Externship program involves a mandatory commitment for
educators to attend both pre and post-externship orientations. These sessions serve as crucial
components in ensuring the success of the experiential learning process.

During the pre-Externship orientation, teachers gain valuable insights into the program's requirements
and expectations. These orientations foster collaborative learning among educators, providing a
platform for knowledge exchange and the sharing of best practices.

How do | log my time?

To log your time during the Teacher Externship program, use the provided time logs and upload them
onto PADLET once completed and signed.

Do | need to write a lesson plan?

Develop at least one lesson plan based on the externship using the standards for your subject matter
(CTE or TEKS), upload your lesson plan onto PADLET after the post-externship orientation

Will | receive Continuing Education Units (CEU)?

Upon successful completion of the Externship Experience, educators will receive Continuing Education
Units (CEUs) awarded by Region 16.

Is a field trip or a classroom visit required after completing the Externship??

* Educators must include either a field trip to an Employer or a classroom visit by an Employer’s staff
member or guest speaker, following the Externship completion.

*New requirement for 2025
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Required Documents

Form W-9
W9 is required for payment of the Externship.

e FEach Extern MUST fill in each highlighted sections, sign, and date. Either bring it with you to

the Pre-Externship Orientation or securely upload it to Externship coordinators at
https://portal.wspanhandle.com/teacher-externship-file-upload/

Request for Taxpayer

= -9

Give Form to the
{Rev. Octoper 2018) Identification Number and Certification requester. Do not
Depertment of the Traasury N _ B N . send to the IRS.
Intemal Reven » Go to www.irs.gov/FormW?3 for instructions and the latest information.

Name Is required on this ling; do not leave this ine blank.

2 Business name/dlsragarded entily name, If diffarant from above

3 Check appropriate box for federal tax classification of the parson whose name Is entered on Bne 1. Chack only one of Te ‘ Ewnm(mwyoﬁym

following seven boxes. certain entitias, not Inalvioual
mkuomonpages)
o Oco Osc (] O
single-member LLC Exempt payee cooe (it any)
[0 wimitea uabiity company. Enter the tax {C=C corp s-8 2 >

Nwmmwmmxnmmmmmmmmmmgn—mmg Do not check | Exampion from FATCA reporing
LLC If the LLC Is ciassifled as a singk LUCthatis from the owner uniess the owner of the LLC Is. code g any)
mucmmsmmsmgammmmsmus mmwrposesonmawgle—mberu.cma
Is disregarded from the owner should check the for the

[ otrer (see nstructions) »

B AOOress (NUMDSr, STeSt. 8NG SpL Of SURE N0.) See INSIUCTons.

Print or type.
See Specific Instructions cn page 3,

Rppines 10 accaunts mantared astede e U]
Regquester's name and a00ress [opUonal)

® City, State, and 23P Cooe

7 List account numberis) here (opticnal)

Taxpayer Identifi Number (TIN) 5
Ente(yourTletheq)pfbpﬂatebox TheTIan:wndedmusxma(dnhenamegvenonlnenouvoud Social security number
backup social security number (SSN). H  fora

your
resident alien, sole propnetor otdusregadeden seethenm'ulﬂanlhxarForomer
entities, nlsymua'nployevldecmﬁcslmnnumber(EIN).Hyoudono(hmanurﬂJet,seeHowrogeta
TN, later.

Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and
Number To Give the Requester for guidelines on whose number to enter.

Elweruumnm
 Part il BT,
Under penalties of perjury, | cartify that:
1. The number shown on this form is my comrect taxpayer identification number {or | am waiting for a number to be issued to me); and
2.1 am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Intemal Revenue
Semee(lFaS)ma:|ammn,ecuobacmpmmmaresmdacmlmemrepmanmmadmdends o (c) the IRS has notified me that | am
no longer subject to backup withholding; an
3.1 am a U._S. citizen or other U.S. person (defmed below); and
4. The FATCA codefs) entered on this form (if any) indicating that | am exempt from FATCA reporting is comect.
Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because
youhsvefaiedtorepmalmtemsxmdmvdendsonyourtaxrenrn Forrea!eetateunﬂsactmfs itemn 2 does not apply. Forrrn-ngsge:merenpald.
acquistion or abandonment of securad property, of debt, (IRA), and
other than interest and dividends, you are not required to sign the certification, banyourrmslpmmdeyuwmectTIN See the nstructions for Part 11, later.

Sign

of
Here U.S. person > Data >

General Instructions

Section references are to the Intemal Revenus Code unless otherwise
noted.

Future developments. For the latest information about developments.
related to Form W-9 and its instructions, such as legislation enacted
after they were published, go to www.irs.gov/FormWa.

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an
information retum with the IRS must obtain cofrect taxpayer
mnwrbaﬂ'w)m:hmybeywaoclalsecumymnbw

taxpayer ident
(EIN), tompoﬂman'ﬂcm'monrekun

amount i ion retum.
retums include, bm are nm limited to, the following.
« Form 1099-INT (interest eamed or paid)

= Form 1099-DIV (dividends, including those from stocks or mutual
funds)

« Form 1099-MISC (various types of income, prizes, awards, or gross
proceeds)

* Form 1099-B ({stock or mutual fund sales and cartain other
transactions by brokers)

= Form 1099-S (proceeds from real estate transactions)

* Form 1099-K (merchant card and third party network transactions)
« Form 1098 (home mortgage interast), 1098-E (student loan intersst),

1098-T (tuition)
« Form 1099-C (caneeled debt)
« Form 1009-A or of secursd p Y

Use Form W-9 only if you are a U.S. person (including a resident
alien), to provide your comrect TIN.
If you do not return Form W-9 to the requester with a TIN, you might

be subject to backup withholding. See What is backup withholding.
later.

Cat. No. 10231X

rorm W-9 Rev. 10-2018)
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Required Documents

Authorization to Work

Authorization to Work Form is required for payment of the Externship.

Each Extern MUST fill in each highlighted sections, sign, and date.
Authorization to Work required before beginning the Teacher Externship Experience.
Identification requirements below are either:

o One article from list A, or;
o One article from list B, and

one from column C.

Either bring this form with you, along with the documents in the lower highlighted portion, to the

Pre-Externship Orientation or sec

urely upload all documents to Externship coordinators at

https://portal.wspanhandle.com/teacher-externship- file-upload/

WORKFORCE INNOVATION AND OPPORTUNITY ACT

Fox indraduals o

CITIZENSHIP/ELIGIBLE NONCITIZEN STATUS
AUTHORIZATION TO WORK

they must be suth d to wock m the

%MS&; Mm&fmmm«:mmin A, or one stem from List B and one tem from List

| | | |

Prist Noge Lae Frz M Mudez Name
Do o Bt (moct. Grvvex) Tocl Secanmy Namte
AL documenns musw M
LIST A IRTE LISTC
5 TS Lo EE 5 T Eott sy D T Esbb Enployment
Identity and Exploviment Eligbality Ehgbulity
OR AND
s mpen e vs Puagencat Toeeest e \ccouut Niamber st o8
[remsnes rotens Cart s At ; s
([ [Dcentcan of s Avsnnt sssset vy 2e
551 vamp o Ymgocey 1551 seind D ot msamt by st e, s ot Deparment of Stave (Foem F5-545)
by contiza 1 Retepiph o whocmunee 13k 1
mame, 4 of b punder. Daight. ey colne
MM““W
%—- Documest & . e Deparmzect of S (Focm D5-1350)
2 Prowgph (Foem | o
Be ae o » DRI cemSicne aaed ¥y 3 Saw. coamy.
E":.':...-'--.-.".-..--'-'---ﬂ-- T b~ e oo T
n-n:‘-n- o Semptemze | [JUS Mimey Cod e Drat Bacent
sade 0 cocausing 2t l&u—_wﬂ-—
=—"-'r [Dheesey dpeteer's D cuse. O
'S Crmen ID Card (NS Form 1-197)
T e ety | s cons Gut seactom s ot
vecnse: o bmmraee eanSalt e B [Drsemtcsnen cut for wua ot Rt
o [hosmwe Amecc =W
[rugensemae Py oo
Micrecesss e ofte %
:.d‘ et toeema rrtocny ¥y 2o Deparme of Hemeind Secznry
Fer snder age 18 who we mabie o |§5—-m—-°~'°‘
e G
. st - S md | P ozt Lumd Betv Sanc
IR, lschon recoct e e cant | I CE—p——
h“-u-‘ M Elphitsy roogh 23ES RES.
TAA
I&ﬂcm-ﬁd-l -
CERTIICATION
1 cemnty Mhdmnmundnhmvumdmmdwm&bmvmdw
or incomplete. may be grounds for or penainies as spacified by law
360 Sedkw Sgmanze D
Wecktarce sanumon: O%ice Sus Wpatae Pz Nz D
| Mg Roviowy Sigaans 1 )
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Suggested Activities for a Teacher Externship

1. Visit a variety of departments to gain a sense of the depth and breadth of the industry
opportunities.

2.Take a brief tour of the facilities and departments:
[ offices
[Imeeting rooms
I copy rooms
0 common areas, “water cooler”, bulletin boards/announcements
[l training facilities
(other:

3.Receive an orientation to the “human resources” department/functions:
[Japplication materials
[1job listings
[0 working conditions and benefits (hours, flexibility, vacation/leave opportunities, pension/profit-
sharing plans, other incentives)
O summer hire/internship programs
[1sample resumes
[ salary ranges for various positions
[ performance review processes and tools

4.Conduct structured interviews; obtain information on the following:
[Jthe variety of occupations and positions in each department
[ educational and skill requirements for your position and others in your department
[ the career path you took to your position
[1“adayin the life...”
[Jcommon and more unusual problems and challenges
[J quality and performance standards and measurement
[ “what | like most and least about working in this industry”
[ current and future skill needs
[Ishort- and long-term industry trends

5.0bserve:
I meetings
(informal “coffee talk”
[ presentations
Llinterviews
O lunch and/or work breaks

6. If appropriate, plan a project and ask for:
Oinstructions and opportunities for questions and dialogue
[tools
Itimeline

7.Work in a given position for a period of time, under the supervision of someone who can provide
orientation and training in that job.
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Questions to Ask an Externship Host/Structured Interview

Supervisor Questions
1. Please give me a brief description of your company

A ow N

6.
7.
8.
9.

. Who are your clients or customers?
. Do you have an organizational chart showing how your company is structured?
. During the past several years, what major industry changes/issues have impacted your

company?

. What changes/issues does your company anticipate impacting on the company’s future

development?

Describe your company culture?

How many people are employed by the company?

How has technology affected the company?

What should | teach in my classroom to prepare students for employment in your company?

10. What would you recommend teachers do to strengthen the relevance between school and

the workplace?

Labor Market Questions (use if applicable.):
Specify occupational area:
11. Do you see the local labor markets’ need for new workers in your field increasing, decreasing

or remaining steady?

12. Do you have labor market data you use with employers or potential investors?

13. In what specific areas, if any, is there new job growth?

14. How might this labor market change in the next five years?

15. What new skills are required of entry-level employees?

16. What skills are recommended for workers in the field who wish to advance?

17. What, if any, industry certifications do you consider desirable for a prospective employee?
18. What new technologies are emerging in this field?

19. Is there any additional information you would like educators to know?

Human Resource Questions
20. What job classifications does your company have?

21

[ Clerical/Marketing [ Unskilled Professional [ Semi-Skilled Technical [ Skilled Managerial

Other:
. What job classifications do you expect to have the greatest demand within the next five
years?

22. What level of education, training, skills, or experiences does an applicant need for an entry-

level position?

23. What are some of the core abilities and skills you look for in a new hire for entry-level

positions?

24. What should | be teaching in my classroom to prepare students for employment in your

company?
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25. What ideas or materials do you currently have that a teacher could use in the classroom?

26. What is the entry-level wage?

27. How do you locate future employees?

28. What training do you give employees?

29. How do you evaluate employees?

30. What is your company policy on attendance/tardiness?

31. What advice would you give a student interested in working for your company?

32. How is your company involved in education?

33. How is your company involved in the community?

34. What would you recommend teachers do to strengthen the relevance between school and
the workplace?

Employee Questions
35. Please describe your typical workday OR your main responsibilities.
36. How long have you been with the company?
37. What level of education or training is needed for your position?
38. What academic and technical skills are required for your position?
39. What should | teach in my classroom to prepare students for employment in your company?
40. What ideas or materials do you have that a teacher could use in the classroom?
41. How has technology affected your position?
42. What are your work hours?
43. What are the positive aspects of your job?
44, What are the negative aspects of your job?
45. What advice would you give a student interested in working in your job?
46. What would you recommend to teachers to strengthen the relevance between school and the
workplace?
47. Would you be willing to participate on an academy advisory board?
48. Would you be willing to speak to my class?
49. Would you be willing to allow a student to job shadow?
50. Would you be willing to mentor a student?
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Teacher Externship Time Log

Name of teacher-extern:

Name of externship host:

Day #

# of Hours

Description of activities: jobs shadowed, informational interviews,
projects assisted, etc.

Day 1

Day 2

Day 3

Day 4

Day 5

(Optional)
Day 6

(Optional)
Day 7

(Optional)
Day 8

(Optional)
Day 9

(Optional)
Day 10

Teacher extern signature:

Host site signature:

Date:

Date:

2025 Teacher Externship Handbook

10



Helpful Websites

Labor Market Information

Texas LMI

Watch the instructional videos! A suite of easy to
use labor market research tools that provides time
series labor market data and inquiry capabilities for
labor force, employment/unemployment
estimates, industry and occupational projections,
and occupational wage data.

I

Texas Labor Analysis

Texas Labor Analysis is an online suite of labor
analysis tools to help provide insight into the Texas
labor supply and labor demand. Create in-depth
statewide or regional reports for aggregated or
single regions.

HE R

Texas Wages

Not sure how much to pay for different jobs in your
business? Check out TexasWages.com to move
your business forward!

The Texas AutoCoder

Enter any job title or job description and we will

Students, Counselors, & Teachers

Career and Technical Education Downloads

Career and Technical Education downloads will
provide a list of in-demand occupations that are
aligned with Texas Career Cluster and Statewide
CTE Programs of Study information. This data is
arranged by region and contains relevant labor
market information to help understand which jobs
are most likely to be available and well-
compensated.

Texas Internship Challenge

The Texas Internship Challenge is a partnership
between the Texas Workforce Commission (TWC),
Texas Education Agency (TEA) and The Higher
Education Coordinating Board (THECB), who
challenge employers to offer paid internships and
make it easy for students to search and apply for
them.

oy ronas
P — W

R

Texas Reality Check

It's difficult to predict the future, but it's never too
early to start planning for it. Texas Reality Check
will show you how much your living expenses will
cost, and the amount of money you will need to
earn to pay for them.

2025 Teacher Externship Handbook
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https://texaslmi.com/
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https://texasrealitycheck.com/

provide you the best match among the hundreds of
Standard Occupation Classification (SOC) codes.
Find wages, projections, job postings on
WorkinTexas.com, and much more.

Texas Skills to Work

Designed to help you use your military experience
to transition to a job you already know how to do in
the civilian workforce.

=

Monthly Help Wanted Online

Monthly HWOL provides real-time labor market
information useful in tracking the extent and
nature of employers’ demand for labor by
occupation, industry, and geography. Find the
latest industry, and employment trends for jobs in
the State of Texas.

TWC Unemployment Insurance Claimant
Interactive Map

The Texas Ul Claimant Dashboard maps
Unemployment Insurance claims by TWC
Workforce Development Area, county, zip code and
legislative district. Data downloads are available for
all the information displayed.

Texas Career Check

Our newest online tool, Texas Career Check offers
information on hundreds of job titles, pay
information, and future projected jobs, this
interactive website can help answer your
education and career exploration questions.

*M TEANG

State Training Inventory

STl is designed to assist customers locate
education and workforce training programs, see
the connection between education and
occupations, and estimate the formal supply of
skilled workers.

Texas CREWS (Discover Texas CREWS)

Tell us what college you want to attend, what you
want to study, and we'll tell you what you could
make in that field, and how much you could owe
when you graduate.

Texas OnCourse

Texas OnCourse empowers you—pre-K through
grade 12 students, parents, teachers, and
counselors—to make decisions that will help you,
your child or your students succeed after high
school.

2025 Teacher Externship Handbook
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https://texasskillstowork.com/
http://lmci.state.tx.us/apps/hwol/index.asp
https://texasmapsonline.com/portal/apps/MapSeries/index.html?appid=622bf784ec5a489ab0e331c14174f010
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Contact Information

Sarah Barnes

Workforce Solutions Panhandle
Business Services Representative
(806) 350-1618
sbarnes@wspanhandle.com

Phillip Flores

Workforce Solutions Panhandle
Business Services Representative
(806) 350-1606
pflores@wspanhandle.com

Mindy Hampton

Region 16

Learning Leader, CTE/Lead CCMR / Counseling and Support Services
(806) 377-5145

mindy.hampton@esc16.net

Workforce Solutions Panhandle

3120 Eddy | Amarillo, TX 79106
P: 806-372-5521 | wspanhandle.com
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