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Equal OpportunityIsthe 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 |-financially assisted program or activity.

The recipient must not discriminate in any of the following areas:
¢ 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 Amarillo, TX 79105 101 E. 15th Street, Room 556
806-372-3381/ Fax 806-373-3268 Austin, Texas 78778

Relay Texas: 711 or (512) 463-2400/ Fax: (512) 463-7804
1-800-735-2989 (TDD) Relay Texas: 1-800-735-2989 (TDD)
1-800-735-2988 (Voice) 1-800-735-2988 (Voice)
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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
O Submit all Required Documents Keep a Time Log
[J Attend the Pre-Orientation Submit a Lesson Plan

0 Communicate with Staff Attend the Post-Orientation

O 0O O o

O Connect with Your Employer Schedule a Field Trip or Classroom Visit

O Participate in Your Externship Experience
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Who is eligible to participate in the externship?

The Summer 2026 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 $2,000 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 ten (10) days and a maximum of fifteen
(15) days at the worksite, with each day being at least four (4) hours. Teachers must also attend
the Pre-Externship Orientation and Post-Externship Workshop.

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.

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 I 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 plan 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 2026
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Required Documents

All required documents must be completed and submitted before an educator can be accepted or enrolled in

the Teacher Externship program.

Documents must be sent by secure email to sbarnes@wspanhandle.com

Form W-9 (Download)

The W-9 is required for payment of the Teacher Externship stipend.
e Each extern must complete all required sections, sign, and date the form.
e The completed W-9 must be submitted prior to acceptance or enrollment in the externship.
e The form must be sent by secure email to sbarnes@wspanhandle.com

Request for Taxpayer
Identification Number and Certificatlon

» Go to www.irs.gov/FormW?9 for instructions and the latest information.

Give Form to the
requester. Do not
send to the IRS.

2 Business name/disregarded entity name, If differant from above

%?’ 3 mewummmmmwmmebmmn1 Cheack only one of e Ta Emnm(wdeeawlyr{:vm'?
-3 Instructions on pags 3%
sl O s0la prop o [Occ v Osa O pamerstip O Trustestats
; & single-member LLC Exampt payee cocs {if ary)
%3 [ wimitec nabaty . Enter the tax « {C=C corpx L S-S ¢ 1, P >
58 chmmwmmxmmmmmmmmutmm la-member owner. Do not check | Exermnption from FATCA
o gl [od reporing
!g LLC Iftha LLC Is ciassiflad as a singie-member LLC that is disregarded from the owner uniess the ownarof the LLC Is ot an
;. anothar LLC that is not al from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC fiat M
2 Is disragarded from the owner should check the appropriate box for the tax classification of its owner.
[ Other (see mstructions) > i 1o aczunts mataned autnde $e US)
B AQGrass (numbear, SITeet, nd apL. O SUHE N0.) See INSIUCHons. Requastars name and 200ress (opaonal)

6 City, state, and ZIP coda

7 List account number(s) hare (optional)

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. TheTlenwudednmstmstd\lhenamgvenonlheitowo«d

backup withholding. For individuals, this is generally your social

SN). H Lfora

resident alien, sole proprietor, or disregarded entity,
TiN, 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 Reguester for guidelines on whose number to enter.

seelhenmd‘ronsforPsnl later. For other
entities, it is your employer identification numbe((EIN).Hywdonothavaanm\be( see How to geta

HEREEEEE

=00  Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my comect taxpayer identification number (or | am waiting for a number to be issued to me); and

2. | am not subject

to backup withholding because: (a) | am exempt from backup withholding. or (b) | have not been notified by the Intemal Revenue

Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding; and
3.1 am a U_S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that | am exempt from FATCA reporting is comect.
Certification instructions. You must cross out itemn 2 above if you have been notified by the IRS that you are currently subject to backup withholding because
you have failed to report al interest and dividends on your tax retumn. Fofreyes_tazemcnom nem2d-oesno1 apply. For mortgage interest paid,

ecquistion or abandonment of securad property, of debt, contr

(IRA), and g

to an
other than interest and dividends, you are not required to sign the certification, but you must promdeyn\roorrectTlN Seemenstr\u:lonsfo(Psnll later.

Sign of
Here U.S. parson >

Date »

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

Future nts. For the latest mformabonabomde«elopmems
relatad to Form W-9 and its instructions, such as |

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

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

-Form1099 B {stock or mutual fund sales and ceartain other
by brokers}

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 your comect taxpayer
ldenuﬁcabon number (TIN) which may be your social security numbsr

(EIN), torepononanrﬂcnnanmretwntheanounpandtoyou oro(her
amount r:
retums include, bmerenothmn.ed to the Goﬂawng

« Form 1099-INT (interest eamed or paid)

trar
= Form 1099-S (proceeds from real estate transactions)
« Form 1099-K (mearchant card and third party network transactions)
« Form 1098 (home mortgage interast), 1098-E (student loan interest),
1098-T (tuition)
« Form 1099-C (canceled debt)
= Form 1099-A (acquisition or abandonment of secured property)

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 (Download)
The Authorization to Work form is required for payment and participation in the Teacher Externship.

e Each extern must complete all required sections, sign, and date the form.
e Authorization to Work must be approved before the externship experience begins.
e I|dentification requirements include either:

=  One document from List A, or

= One document from List B and one document from List C.

e The Authorization to Work form and all required identification documents must be sent by secure
email to sbharnes@wspanhandle.com prior to acceptance or enrollment.

WORKFORCE INNOVATION AND OPPORTUNITY ACT
CITIZENSHIP /ELIGIELE NONCITIZEN STATUS

AUTHORIZATION TO WORK
For indraduals so particapate m Waorkforce Imnovation and Opportmsty Act they muxst be suthored to wock m the
%medS&s Please complete the followmg form. choosing one tem from Li or one stem from List B and one rtem from List
Prist Nome Lae Fez M Misde Name
Date of Brk (mec®. dry yexr) Socisl Securey Numiee
AL documents muw M
7Y '—TISTY"‘EE IRTC
Documents 1hat Establish Bota Documents That Establish [dentity | Documents 1hat Estabhsh Employment
Identity and Exploviment Eligibality Ehghebty
OR AND
‘&m US Paugon Caed Lacense o ID Card psund by 2 Sum lhu—n-—u-uann-
- c*p&dﬁ!".& e coe iy pecriies oo the fice S the
e rautes Cort e Ave o st gy it R e
Regmzanes Recege Curt (Feem 1-351) *-‘* ;:_ ~‘-‘- exploymet iz Ge Uneed
hd“u— e
e e posec. i [ ot vt v . o i s of S o P54
s 3 e s e ooy avnriphrranl sayes
--m-n-.-&.q-u- M sl by
‘._h_y—&-—n-u B Deparmmect of Sum (Foem D5-1350)
lm
=S g L
ﬁ-cul-‘- [venr's Reprann et h: w:v.'
inciSant 90 a0 2z ool seal
m&h—'ﬂ'&uﬁ— [t s Meomey Cont oc Dt Baceet
sae b, S0 pairu st cozasng 10 | I PPN SN —
At 00 0eg 3 e pennd of enSocieme sy Sepenses 2 cue
Myt - [us cmmpca s romr 9y
e .y [ 5 Cose Cumt Murctam Murmr ot
T & LInooac: deacSales e Cad for oo of Ranidess
oo | [ Y T S e— Citses i the Unned Somes (Fovs 1-179)
Semm e Fadermed Soace: of [Eloewes Licasse sswva by 2 Camasine e S o ]
e ofte
e "%C‘ Tapadix . U ————y v 22 Deparmes of Homelems Secznry
For pennoms muder age 1 who we madie lgmm-mc‘
I iuee i Ce
e B s | P 8 Socment Limd v s
SN [lschont recect e repees cast s Pym—r—
[t docoer o harpemi secant %wm
-
|hc-m“~
TERITICATION
1 cemnfy that the mfcemanon stated above 15 true and accurate. and understand that the above mformaton. if musrepresented
or incomplete. may be grounds for menadiate termunation or penaities as spacified by liw.
ot Seeder Sgmanse D
u s Office Sus s Prer Name Do
| Mamages Roriowss Sigmense it Name Dase
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Suggested Activities for a Teacher Externship

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

1. Take a brief tour of the facilities and departments:
[ offices
I meeting rooms
1 copy rooms
CJcommon areas, “water cooler”, bulletin boards/announcements
[ training facilities
[ other:

2. 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)
Clsummer hire/internship programs
[1sample resumes
[ salary ranges for various positions
[J performance review processes and tools

3. 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
[Ithe career path you took to your position
1 “a day in the life...”
[Jcommon and more unusual problems and challenges
[ quality and performance standards and measurement
I “what | like most and least about working in this industry”
[ current and future skill needs
[Ishort- and long-term industry trends

4. Observe:
I meetings
L informal “coffee talk”
[ presentations
Cinterviews
O lunch and/or work breaks

5. If appropriate, plan a project and ask for:
Cinstructions and opportunities for questions and dialogue
[ tools
(timeline

6. 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
2. Who are your clients or customers?
3. Do you have an organizational chart showing how your company is structured?
4. During the past several years, what major industry changes/issues have impacted your company?
5. What changes/issues does your company anticipate impacting on the company’s future development?
6. Describe your company culture?
7. How many people are employed by the company?
8. How has technology affected the company?
9. What should I 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.):

1. Do you see the local labor markets’ need for new workers in your field increasing, decreasing or remaining
steady?

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

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

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

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

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

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

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

Human Resource Questions

1. What job classifications does your company have?
[ Clerical/Marketing L Unskilled Professional 1 Semi-Skilled Technical 1 Skilled Managerial
Other:

2. What job classifications do you expect to have the greatest demand within the next five years?
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10.

11.

12.

13.

14.

What level of education, training, skills, or experiences does an applicant need for an entry-level position?
What are some of the core abilities and skills you look for in a new hire for entry-level positions?
What should | be teaching in my classroom to prepare students for employment in your company?
What ideas or materials do you currently have that a teacher could use in the classroom?

What is the entry-level wage?

How do you locate future employees?

What training do you give employees?

What is your company policy on attendance/tardiness?

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

How is your company involved in education?

How is your company involved in the community?

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

Employee Questions

10.

11.

12.

13.

14.

Please describe your typical workday OR your main responsibilities.

How long have you been with the company?

What level of education or training is needed for your position?

What academic and technical skills are required for your position?

What should | teach in my classroom to prepare students for employment in your company?
What ideas or materials do you have that a teacher could use in the classroom?

How has technology affected your position?

What are your work hours?

What are the positive aspects of your job?

What are the negative aspects of your job?

What advice would you give a student interested in working in your job?

What would you recommend to teachers to strengthen the relevance between school and the workplace?
Would you be willing to speak to my class?

Would you be willing to allow a student to job shadow?
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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

Day 6

Day 7

Day 8

Day 9

Day 10

Teacher extern signature:

Host site signature:

Date:

Date:
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Helpful Websites

Texas LMI

A collection of labor
market tools and
instructional videos
offering data on
employment trends,
projections, wages, and
workforce supply and
demand.

Texas Labor Analysis

An online toolset for
creating statewide or
regional labor supply and
demand reports.

Texas Wages
Provides wage

information to help
employers set competitive
pay rates.

The Texas AutoCoder
Matches job titles or
descriptions to Standard
Occupational
Classification codes and
related labor data.

=

Texas Skills to Work
Helps veterans translate
military experience into
civilian careers.

Monthly Help Wanted
Online

Provides real-time job
demand data by
occupation, industry, and
region.

TWC Unemployment
Insurance Claimant
Interactive Map
Interactive maps and
downloadable data on
Unemployment Insurance
claims across Texas.

Self-Sufficient Wage
Examines the self-
sufficient wage for each
Texas county, identifying
the minimum earnings
needed to meet basic
family needs while
maintaining self-
sufficiency.
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Helpful Websites

-----

1&"““
EPI————— "

=

Career and Technical
Education Downloads
Provides regional lists of
in-demand occupations
aligned with Texas Career
Clusters and statewide
CTE Programs of Study,
along with relevant labor
market information.

Jobs Y'all

A career exploration
resource focused on
good-paying, meaningful
jobs in growing Texas
industries, helping
individuals match careers
to their interests and
goals.

Texas Internship
Challenge

A partnership between
TWC, TEA, and THECB that
encourages employers to
offer paid internships and
helps students search and
apply for opportunities.

Texas Reality Check
Shows estimated living
expenses and the income
needed to cover basic
living costs.

Texas Career Check

An interactive tool
providing information on
job titles, wages, and
projected job openings to
support education and
career planning.

State Training Inventory
Helps users locate
education and workforce
training programs and
understand their
connection to
occupations.

Texas CREWS

Shows potential earnings
and estimated student
debt based on college
choice and field of study.

Texas OnCourse
Supports pre-K through
grade 12 students,
parents, teachers, and
counselors with
postsecondary planning
and decision-making.
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https://lmi.twc.texas.gov/cte/regionalcte.asp
https://lmi.twc.texas.gov/cte/regionalcte.asp
https://texascareercheck.com/
https://www.twc.texas.gov/jobs-yall-career-exploration
https://lmi.twc.texas.gov/apps/sti/
https://www.texasinternnetwork.com/vosnet/default.aspx
https://www.texasinternnetwork.com/vosnet/default.aspx
https://txcrews.org/
https://texasrealitycheck.com/
https://texasoncourse.org/

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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