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Typical Detailed 30-hour Week (weeks 2-6)
M T W Th

Motivational Monday! Tik Tok Tuesday! Wellness Wednesday! Interactive Thursday!

8:30 AM
Communications & WFD 

Health and Safety

Communications & WFD 

Health and Safety

Communications & WFD 

Health and Safety

Communications & WFD 

Health and Safety

8:45 AM

9:00 AM

9:15 AM

9:30 AM

9:45 AM 15-minute Break 15-minute Break 15-minute Break 15-minute Break

10:00 AM

10:15 AM

10:30 AM

10:45 AM

11:00 AM

11:15 AM

11:30 AM

11:45 AM

12:00 PM

12:15 PM

12:30 PM

12:45 PM

1:00 PM

1:15 PM

1:30 PM

1:45 PM

2:00 PM

2:15 PM 15-minute Break 15-minute Break 15-minute Break 15-minute Break

2:30 PM

2:45 PM

3:00 PM

3:15 PM

3:30 PM

3:45 PM

4:00 PM

4:15 PM

4:30 PM Dismissal Dismissal Dismissal Dismissal

Communications & WFD 

Check-in/Wrap-up/Kahoot

Lunch

Career Awareness with IMPACT 

EDSI Cohort group

Communications & WFD 

Check-in/Wrap-up/Tik Tok

DTE specific work, training or 

research 

(2.5 hours)

Virtual Job Shadow

DTE specific work, training or 

research 

(2.5 hours)

Resume preparation

Wellness Class!

Communications & WFD 

Check-in/Wrap-up/Kahoot

DTE specific work, training or 

research 

(2.5 hours)

Flex time (mentor meetings, 

training make-ups, presentation 

prep, etc.)

DTE specific work, training or 

research 

(2.5 hours)

Lunch Lunch

Communications & WFD 

Check-in/Wrap-up/Kahoot

DTE specific work, training or 

research 

(2.5 hours)

Flex time (mentor meetings, 

training make-ups, presentation 

prep, etc.)

DTE specific work, training or 

research 

(2.5 hours)

Lunch

DTE specific work, training or 

research 

(2.5 hours)

EDSI Cohort group

Resume preparation

Time to Interact!

DTE specific work, training or 

research 

(2.5 hours)
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Sample WFA SYIP 

Master Calendar.xlsx

2020 Work From Anywhere (WFA)

Summer Youth Internship Program (SYIP)
Revised: 5/15/2020

Monday Tuesday Wednesday Thursday Friday

29 30 1 2 3

Insert dates for distribution of 

devices, Business Unit work, 

welcome packets

Independence 

Holiday Recognized

6 7 8 9 10

Motivational Monday!

FIRST DAY

Welcome to DTE!
Orientation/

Meet Yout Mentor

TikTok Tuesday!
8:30 am Health & Safety

8:45 am DTE Required Training

12:00 pm LUNCH

12:30 pm DTE Required Training

2:30 pm JA Finance Park Prep

4:00 pm Check-in/Wrap-up

4:30 Dismissal

Wellness Wednesday!
8:30 am Health & Safety

8:45 am New Horizons Computer 

Training

12:00 pm LUNCH

12:30 pm DTE Required Training

1:30 pm JA Finance Park Prep 

3:30 pm Wellness Class

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Interactive Thursday!
8:30 am Health & Safety

8:45 am New Horizons Computer 

Training

12:00 pm LUNCH

12:30 JA Finance Park

3:30 Time to Interact!

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Off

13 14 15 16 17

Motivational Monday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Career Awareness 

w/IMPACT

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm EDSI

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

TikTok Tuesday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Flex Time

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm EDSI

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Wellness Wednesday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Virtual Job Shadow

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm Resume Prep

3:30 pm Wellness Class

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Interactive Thursday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Flex Time

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm Resume Prep

3:30 pm Time to Interact!

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Off

20 21 22 23 24

Motivational Monday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:00 am HFC Tour w/IMPACT

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm EDSI

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

TikTok Tuesday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Flex Time

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm EDSI

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Wellness Wednesday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Virtual Job Shadow

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm Resume Prep

3:30 pm Wellness Class

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Interactive Thursday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Flex Time

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm Resume Prep

3:30 pm Time to Interact

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Off

27 28 29 30 31

Motivational Monday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Career Awareness 

w/IMPACT

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm EDSI

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

TikTok Tuesday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Flex Time

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm EDSI

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Wellness Wednesday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Virtual Job Shadow

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm Resume Prep

3:30 pm Wellness Class

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Interactive Thursday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Flex Time

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm Resume Prep

3:30 pm Time to Interact

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Off

3 4 5 6 7

Motivational Monday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Career Awareness 

w/IMPACT

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm EDSI

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

PERFORMANCE EVALUATIONS

TikTok Tuesday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Flex Time

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm EDSI

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Wellness Wednesday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Virtual Job Shadow

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm Resume Prep

3:30 pm Wellness Class

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Interactive Thursday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Flex Time

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm Resume Prep

3:30 pm Time to Interact

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Off

10 11 12 13 14

Motivational Monday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Career Awareness 

w/IMPACT

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm EDSI

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

INTERNS EVALUATE PROGRAM

TikTok Tuesday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Flex Time

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm EDSI

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

Wellness Wednesday!
8:30 am Health & Safety

8:45 am DTE Work Activity

11:30 am Virtual Job Shadow

12:00 pm LUNCH

12:30 pm DTE Work Activity

3:00 pm Resume Prep

3:30 pm Wellness Class

4:00 pm Check-in/Wrap-up

4:30 pm Dismissal

LAST DAY
Capstone Presentations

Off
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Virtual 30 Hr Detail

		2020 Work From Anywhere (WFA)

		Summer Youth Internship Program (SYIP)



		Week One: 7/6-7/9/2020

				M		T		W		Th		F

				Motivational Monday!		Tik Tok Tuesday!		Wellness Wednesday!		Interactive Thursday!		OFF

		8:30 AM		Communications & WFD 
Health and Safety		Communications & WFD 
Health and Safety		Communications & WFD 
Health and Safety		Communications & WFD 
Health and Safety

		8:45 AM		Orientation		Code of Conduct (1 hr)		New Horizons Computer Training		New Horizons Computer Training

		9:00 AM

		9:15 AM

		9:30 AM

		9:45 AM		15-minute Break		15-minute Break		15-minute Break		15-minute Break

		10:00 AM				EM12 Driver Policy (1 hr)

		10:15 AM

		10:30 AM

		10:45 AM

		11:00 AM

		11:15 AM

		11:30 AM

		11:45 AM

		12:00 PM		Lunch		Lunch		Lunch		Lunch

		12:15 PM

		12:30 PM				Information Security Awareness (1 hr)		JA Finance Park		JA Finance Park

		12:45 PM

		1:00 PM

		1:15 PM

		1:30 PM

		1:45 PM

		2:00 PM

		2:15 PM		15-minute Break		15-minute Break		15-minute Break		15-minute Break

		2:30 PM				Right to Know Overview (Hazard Comm) (1 hr)

		2:45 PM

		3:00 PM				TBD
Tik Tok Tuesday ideas?

		3:15 PM

		3:30 PM						Wellness Class!

		3:45 PM

		4:00 PM		Communications & WFD 
Check-in/Wrap-up/Kahoot		Communications & WFD 
Check-in/Wrap-up/Tik Tok		Communications & WFD 
Check-in/Wrap-up/Kahoot		Communications & WFD 
Check-in/Wrap-up/Kahoot

		4:15 PM

		4:30 PM		Dismissal		Dismissal		Dismissal		Dismissal



		Typical Detailed 30-hour Week (weeks 2-6)

				M		T		W		Th		F

				Motivational Monday!		Tik Tok Tuesday!		Wellness Wednesday!		Interactive Thursday!		OFF

		8:30 AM		Communications & WFD 
Health and Safety		Communications & WFD 
Health and Safety		Communications & WFD 
Health and Safety		Communications & WFD 
Health and Safety

		8:45 AM		DTE specific work, training, research, volunteerism 

(2.5 hours)		DTE specific work, training, research, volunteerism 

(2.5 hours)		DTE specific work, training, research, volunteerism 

(2.5 hours)		DTE specific work, training, research, volunteerism 

(2.5 hours)

		9:00 AM

		9:15 AM

		9:30 AM

		9:45 AM		15-minute Break		15-minute Break		15-minute Break		15-minute Break

		10:00 AM

		10:15 AM

		10:30 AM

		10:45 AM

		11:00 AM

		11:15 AM

		11:30 AM		Career Awareness with IMPACT 		Flex time (mentor meetings, training make-ups, presentation prep, etc.)		Virtual Job Shadow		Flex time (mentor meetings, training make-ups, presentation prep, etc.)

		11:45 AM

		12:00 PM		Lunch		Lunch		Lunch		Lunch

		12:15 PM

		12:30 PM		DTE specific work, training, research, volunteerism 

(2.5 hours)		DTE specific work, training, research, volunteerism 

(2.5 hours)		DTE specific work, training, research, volunteerism 

(2.5 hours)		DTE specific work, training, research, volunteerism 

(2.5 hours)

		12:45 PM

		1:00 PM

		1:15 PM

		1:30 PM

		1:45 PM

		2:00 PM

		2:15 PM		15-minute Break		15-minute Break		15-minute Break		15-minute Break

		2:30 PM

		2:45 PM

		3:00 PM		EDSI Cohort group		EDSI Cohort group		EDSI Resume preparation		EDSI Resume preparation

		3:15 PM

		3:30 PM						Wellness Class!		Time to Interact!

		3:45 PM

		4:00 PM		Communications & WFD 
Check-in/Wrap-up/Kahoot		Communications & WFD 
Check-in/Wrap-up/Tik Tok		Communications & WFD 
Check-in/Wrap-up/Kahoot		Communications & WFD 
Check-in/Wrap-up/Kahoot

		4:15 PM

		4:30 PM		Dismissal		Dismissal		Dismissal		Dismissal





Virtual 30 Hr Week

		2020 Work From Anywhere (WFA)

		Summer Youth Internship Program (SYIP)

		Revised: 				5/15/20



		15-minute breaks every day at 9:45 a.m. and 2:15 p.m.

						Monday		Tuesday		Wednesday		Thursday		Friday

		June/July		Preparation		29		30		1		2		3

						Insert dates for distribution of devices, Business Unit work, welcome packets								Independence Holiday Recognized		 

		July		Week 1		6		7		8		9		10

						Motivational Monday!
FIRST DAY
Welcome to DTE!
Orientation/
Meet Yout Mentor		TikTok Tuesday!
8:30 am Health & Safety
8:45 am DTE Required Training
12:00 pm LUNCH
12:30 pm DTE Required Training
2:30 pm JA Finance Park Prep
4:00 pm Check-in/Wrap-up
4:30 Dismissal		Wellness Wednesday!
8:30 am Health & Safety
8:45 am New Horizons Computer Training
12:00 pm LUNCH
12:30 pm DTE Required Training
1:30 pm JA Finance Park Prep 
3:30 pm Wellness Class
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		Interactive Thursday!
8:30 am Health & Safety
8:45 am New Horizons Computer Training
12:00 pm LUNCH
12:30 JA Finance Park
3:30 Time to Interact!
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		

Off		 

				Week 2		13		14		15		16		17

						Motivational Monday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Career Awareness w/IMPACT
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm EDSI
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		TikTok Tuesday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Flex Time
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm EDSI
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		Wellness Wednesday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Virtual Job Shadow
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm Resume Prep
3:30 pm Wellness Class
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		Interactive Thursday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Flex Time
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm Resume Prep
3:30 pm Time to Interact!
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		

Off

				Week 3		20		21		22		23		24

						Motivational Monday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:00 am HFC Tour w/IMPACT
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm EDSI
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		TikTok Tuesday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Flex Time
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm EDSI
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		Wellness Wednesday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Virtual Job Shadow
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm Resume Prep
3:30 pm Wellness Class
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		Interactive Thursday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Flex Time
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm Resume Prep
3:30 pm Time to Interact
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		

Off

		August		Week 4		27		28		29		30		31

						Motivational Monday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Career Awareness w/IMPACT
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm EDSI
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		TikTok Tuesday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Flex Time
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm EDSI
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		Wellness Wednesday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Virtual Job Shadow
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm Resume Prep
3:30 pm Wellness Class
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		Interactive Thursday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Flex Time
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm Resume Prep
3:30 pm Time to Interact
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		

Off

				Week 5		3		4		5		6		7

						Motivational Monday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Career Awareness w/IMPACT
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm EDSI
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal

PERFORMANCE EVALUATIONS		TikTok Tuesday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Flex Time
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm EDSI
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		Wellness Wednesday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Virtual Job Shadow
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm Resume Prep
3:30 pm Wellness Class
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		Interactive Thursday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Flex Time
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm Resume Prep
3:30 pm Time to Interact
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		

Off

				Week 6		10		11		12		13		14

						Motivational Monday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Career Awareness w/IMPACT
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm EDSI
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal

INTERNS EVALUATE PROGRAM		TikTok Tuesday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Flex Time
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm EDSI
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		Wellness Wednesday!
8:30 am Health & Safety
8:45 am DTE Work Activity
11:30 am Virtual Job Shadow
12:00 pm LUNCH
12:30 pm DTE Work Activity
3:00 pm Resume Prep
3:30 pm Wellness Class
4:00 pm Check-in/Wrap-up
4:30 pm Dismissal		LAST DAY
Capstone Presentations
		

Off
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HTD24768
File Attachment
Sample WFA SYIP Master Calendar.xlsx



2020 Work From Anywhere (WFA) Summer Youth Internship Program (SYIP)

Week 1

M T W Th F

Motivational Monday! Tik Tok Tuesday! Wellness Wednesday! Interactive Thursday! OFF

8:30 AM
Communications & WFD 

Health and Safety

Communications & WFD 

Health and Safety

Communications & WFD 

Health and Safety

Communications & WFD 

Health and Safety

8:45 AM

9:00 AM

9:15 AM

9:30 AM

9:45 AM 15-minute Break 15-minute Break 15-minute Break 15-minute Break

10:00 AM

10:15 AM

10:30 AM

10:45 AM

11:00 AM

11:15 AM

11:30 AM

11:45 AM

12:00 PM

12:15 PM

12:30 PM

12:45 PM

1:00 PM

1:15 PM

1:30 PM

1:45 PM

2:00 PM

2:15 PM 15-minute Break 15-minute Break 15-minute Break 15-minute Break

2:30 PM

2:45 PM

3:00 PM

3:15 PM

3:30 PM

3:45 PM

4:00 PM

4:15 PM

4:30 PM Dismissal Dismissal Dismissal Dismissal

Weeks 2-6
M T W Th F

Motivational Monday! Tik Tok Tuesday! Wellness Wednesday! Interactive Thursday! OFF

8:30 AM
Communications & WFD 

Health and Safety

Communications & WFD 

Health and Safety

Communications & WFD 

Health and Safety

Communications & WFD 

Health and Safety

8:45 AM

9:00 AM

9:15 AM

9:30 AM

9:45 AM 15-minute Break 15-minute Break 15-minute Break 15-minute Break

10:00 AM

10:15 AM

10:30 AM

10:45 AM

11:00 AM

11:15 AM

11:30 AM

11:45 AM

12:00 PM

12:15 PM

12:30 PM

12:45 PM

1:00 PM

1:15 PM

1:30 PM

1:45 PM

2:00 PM

2:15 PM 15-minute Break 15-minute Break 15-minute Break 15-minute Break

2:30 PM

2:45 PM

3:00 PM

3:15 PM

3:30 PM

3:45 PM

4:00 PM

4:15 PM

4:30 PM Dismissal Dismissal Dismissal Dismissal

Communications & WFD 

Check-in/Wrap-up/Tik Tok

Communications & WFD 

Check-in/Wrap-up/Kahoot

Communications & WFD 

Check-in/Wrap-up/Kahoot

Right to Know Overview (Hazard 

Comm) (1 hr)

Lunch Lunch

JA Finance Park

EDSI Cohort group

EDSI Resume preparation

Time to Interact!

DTE specific work, training, 

research, volunteerism 

(2.5 hours)

DTE specific work, training, 

research, volunteerism 

(2.5 hours)

TBD

Tik Tok Tuesday ideas?
Wellness Class!

Orientation Code of Conduct (1 hr)
New Horizons Computer 

Training

New Horizons Computer 

Training

EM12 Driver Policy (1 hr)

Lunch Lunch

Communications & WFD 

Check-in/Wrap-up/Kahoot

Information Security Awareness 

(1 hr)
JA Finance Park

Communications & WFD 

Check-in/Wrap-up/Kahoot

DTE specific work, training, 

research, volunteerism 

(2.5 hours)

Flex time (mentor meetings, 

training make-ups, presentation 

prep, etc.)

DTE specific work, training, 

research, volunteerism 

(2.5 hours)

Lunch

Communications & WFD 

Check-in/Wrap-up/Tik Tok

DTE specific work, training, 

research, volunteerism 

(2.5 hours)

Virtual Job Shadow

DTE specific work, training, 

research, volunteerism 

(2.5 hours)

EDSI Resume preparation

Wellness Class!

Communications & WFD 

Check-in/Wrap-up/Kahoot

DTE specific work, training, 

research, volunteerism 

(2.5 hours)

Flex time (mentor meetings, 

training make-ups, presentation 

prep, etc.)

DTE specific work, training, 

research, volunteerism 

(2.5 hours)

Lunch Lunch

Communications & WFD 

Check-in/Wrap-up/Kahoot

Lunch

Career Awareness with IMPACT 

EDSI Cohort group
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Executes with excellence


Navigates change


Engages others


Reinforces our values


Generates business focus


Yields results























http://discoverskilledtrades.com/

http://www.careers.dteenergy.com

https://dteenergy.sharepoint.com/teams/DTEMENTORINGMatters





Advocate-use your connections and


resources


Ask open-ended questions


Recommend resources


Maintain regular contact


Encourage mentee confidence and


initiative


Enjoy the experience


Embrace DTE values


Be open


Come prepared


Value your mentor


Enjoy the experience


Know the expectations


Be actively engaged


Connect







S
Specific


M
Measurable


A
Achievable


R
Relevant


T
Time-bound
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Mentor and Mentee 

Questions (1).docx


[bookmark: _Toc39825499]Mentor and Mentee Questions

		Mentor Questions

		Response - Updates



		Logistics

		 



		Determine the best time to meet

		 



		Identify the best way to communicate

		 



		Share contact information

		 



		Personnel

		 



		Who is your favorite super hero?

		 



		What is you least favorite vegetable?

		 



		List five key characteristics that define you.

		 



		Who is your best friend and why?

		 



		Future

		 



		What do you want to be and do? - Purpose

		 



		Where do you see yourself in a year?

		 



		Where do you want to be at the age of 25?

		 



		How much money do you want to make annually in five years

		 



		Recognition - Watch body language

		 



		How do you show others that you believe in them?

		 



		How do you express a sincere 'thank you'?

		 



		Do you use polite responses in your everyday conversations

		 



		Hobbies

		 



		Name your favorite movie/artist?

		 



		What do you do in your free time?

		 



		Time Management

		 



		Are you spending the right time on the right things?

		 



		Growth

		 



		What are you doing well that helps you to reach your goals?

		 



		What are your strengths? (Assessment tool 'Strength Finder')

		



		What will you do differently tomorrow to meet those challenges?

		 



		What qualities do you bring to <company name>?

		 



		What are your weaknesses?

		 



		What can you do to improve your weakness?

		 



		Responses

		 



		Tell me about your experience with the transportation to and from the job site.

		 



		Tell me about your job specific training.

		 



		List three job tasks you recently accomplished.

		 



		How can I help?

		 



		Where do you need the most help?

		 








		Mentee Questions

		Response - Updates



		Logistics

		 



		Determine the best time to meet

		 



		Identify the best way to communicate

		 



		Share contact information

		 



		Personnel

		 



		What qualities do you look for in people?

		 



		What are your top five priorities in life?

		 



		How do you overcome a life challenge?

		 



		Professional

		 



		Tell me about your journey at <company name>?

		 



		Tell about career options at <company name>?

		 



		How do you ensure you are always safe on the job?

		 



		Do you have a mentor?

		 



		Who has influenced you the most?

		 



		How would you encourage innovative ideas?

		 



		Do you always follow the rules?

		 



		If not, provide an example when you feel compelled to deviate from the rules?

		 



		How are you inspired?

		 



		How do you separate your personal feelings from your professional life?

		 



		What dreams and goals inspire you to succeed?

		 



		Do you consider yourself a 'critical thinker'?

		 



		If so, provide an example.

		 



		Time Management

		 



		How do you balance work/life?

		 



		Growth

		 



		Top five books you would recommend and why?

		 





[bookmark: _GoBack]
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Sample Mentorship 

Agreement.docx


MENTORSHIP AGREEMENT 				Date___________ through __________

		Mentee Name                                                                                                               Business Unit

Mentor Name                                                                                                               Business Unit



		Goals/Objectives (i.e... Meet one time a week for 30 minutes discussion about goals, progress and challenges).

· 

· 

· 

Frequency of Meetings ______________________________________________________________________



Date of First Meeting ________________________________________________________________________ 



		As a mentor, I agree to do the following:



· Maintain regular contact: Remain available, respect schedule, and agreed means of communication

· Ask open-ended questions: Encourage open communication and demonstrate active listening skills

· Maintain confidentiality: Enhances a trusting relationship with my mentee

· Assist with career goal development: Seek and share useful information to help my mentor reach goals, apply new knowledge and overcome challenges

· Encourage mentee confidence and initiative: Lead by example and always serve as a positive role model, while remaining open to opportunities for the mentee to lead and overcome challenges

· Provide feedback:  Look for opportunities to reinforce good communication and listening skills, while encouraging knowledge sharing, which helps to boost my mentee’s self-confidence

· Advocate: Use my professional connections and resources to provide guidance and information to my mentee.   I will share useful information about other business groups and resources

· Respect confidentiality:  I will treat information related to our partnership as confidential and collect only information that is relevant to the program



		As a mentee, I agree to do the following:



· Embrace company values:  Actively look for ways to represent the ideals that make this company a great place to work

· Remain open and actively listen:  Listen actively by asking questions, sharing expectations, progress, challenges, and goals with my mentor

· Commit to self-development & responsibility: I will Identify steps to reach professional/personal goals, and with help from my mentor, I will develop strategies to overcome setbacks and obstacles

· Apply what you learn: Make an effort to apply what I learn from the program to my professional duties

· Come prepared and explore opportunities: Give thought to the things I would like to discuss or learn more about before meeting with my mentor

· Value my mentor:  Show respect for your mentor’s time by arriving at the agreed time and by remaining open to my mentor’s advice and constructive comments

· Enjoy the experience: Realize that keeping a positive attitude will make all the difference in my career and life.  I know that time with my mentor is meant to be an opportunity for me to grow and have fun 





		As a mentor, my mentee expects (Mentee should answer this question)



· 

· 



· 

		As a mentee, my mentor expects (Mentor should answer this question)



· 

· 



· 



		By the end of the program, I (mentee) would like to achieve



· 

· 

· 

		How will we know our mentoring partnership was a success? 















		[bookmark: _GoBack]I, (mentee) am confident in the following areas:



		I, (mentee) could use your help with:







		Mentor signature:



		Mentee signature:





Additional Notes



May 26, 2020

Page 15 of 15
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Student Performance 

Evaluation.docx


 STUDENT PERFORMANCE EVALUATION

		Student Name:

		

		ID Number:

		



		Leader Name:

		

		Performance Period From:

		

		To:

		







STUDENT PERFORMANCE EVALUATION	Page 2

		Student Name:

		

		ID Number:

		







EE: Exceeds Expectations, FM: Fully Meets Expectations; MM: Meets Many Expectations; DN: Does Not Meet Expectations



		Performance Characteristics

		EE

		FM

		MM

		DN

		Comments

		

		Performance Characteristics

		EE

		FM

		MM

		DN

		Comments



		Attendance

	EE – Never Absent

	FM – Seldom Absent

	MM – Often Absent

	DN – Excessive Attendance 

		

		

		

		

		

		

		Attitude Towards Training

	EE – Great Motivation

	FM – Shows Interest

	MM – Accepts, with Reservation

	DN – Uninterested

		

		

		

		

		



		Punctuality

	EE – Never Late

	FM – Seldom Late

	MM – Often Late

	DN – Frequently Late

		

		

		

		

		

		

		Use of Work Time

	EE – Busy & Productive

	FM – Stays Busy

	MM –Wastes Time

	DN – Very Wasteful

		

		

		

		

		



		Reliability

	EE – Exceptionally Dependable

	FM – Dependable

	MM – Somewhat Dependable

	DN – Unreliable/Irresponsible

		

		

		

		

		

		

		Care of Work Area

	EE – Exceptionally Orderly

	FM –Clean and Orderly

	MM – Somewhat Clean and Tidy

	DN – Not Clean, Untidy

		

		

		

		

		



		Initiative

	EE – Looks for Opportunities

	FM – Needs Little Direction

	MM – Waits for Others

	DN – Must Be Told to Work

		

		

		

		

		

		

		Attitude Towards Peers

	 EE – Respectful/Helpful

	FM – Cooperates Willingly

	MM – Poor/No Interaction

	DN – Disrespectful/Hostile

		

		

		

		

		



		Accuracy of Work

	EE – Consistently Accurate

	FM – Careful, Few Errors

	MM – Some Errors

	DN –  Careless, Many Errors

		

		

		

		

		

		

		Attitude Towards Superiors

	EE – Respectful/Helpful

	FM – Cooperates Willingly

	MM – Poor/ No Interaction

	DN – Disrespectful/Hostile

		

		

		

		

		



		Work Speed

	EE – Exceptionally Fast

	FM – Fast

	MM – Sometimes Slow

	DN – Slow

		

		

		

		

		

		

		Safety

	EE – Very Safety Conscious

	FM –Safety Conscious

	MM – Somewhat Safety Conscious

	DN – Ignores Safety Rules

		

		

		

		

		



		Job Learning & Application

	EE – Exceptional Ability

	FM – Learns Quickly

	MM –Learns Slowly

	DN – Difficulty Learning

		

		

		

		

		

		

		Personal Appearance

	EE – Neat and Professional

	FM – Appropriate/Well-Groomed

	MM – Not Always Appropriate

	DN – Messy and Unkempt

		

		

		

		

		










EE: Exceeds Expectations, FM: Fully Meets Expectations; MM: Meets Many Expectations; DN: Does Not Meet Expectations



Please include and rate the student’s performance on any specific tasks/goals/projects that the student was expected to perform, if any.



		Specific Tasks/Goals/Projects

		EE

		FM

		MM

		DM

		Comments and Suggestions for Improvement



		

		

		

		

		

		















		











		

		

		

		

		



		











		

		

		

		

		



		OVERALL 

WORK PERFORMANCE

		

		

		

		

		









Leader Signature:	_______________________________________________	Date: __________________________________

[bookmark: _GoBack]	

Version  04.05.2011
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Processes are generalized, your company's specific process superseeds recommended steps Work From Anywhere Youth Internship Program: sample process for development 1 of 2


Identify need for new
or evaluate existing/
previous program for
current business need


Identifying business
need, commitment,


and support


 Workforce
Development
needs


 Immediate
support needs


 Benefit to business


Identify target youth
 Office vs field work
 Age requirements
 Legal requirements


 Age to perform work
 Restrictions on hours,


time, etc
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Work From Anywhere Summer Youth Internship Program: sample process for development


Determine program
size / structure


 Intern count
 Length (GDYT or


custom)
 Pay scale (age, skill?)


Secure executive and
business area support


D
e
fi


n
e


v
ir


tu
a
l


w
o


rk
a
n


d
p


ro
g


ra
m


m
in


g Define program goals
Define program


objectives


Identify tools to
measure intern and
program success


 Dashboard
 Evaluations
 Metrics


Identify opportunities
for virtual work


 Review standard
activities


 Consider
alternatives


 Identify new tasks
 Be creative


Identify/define
position requirements
 Participants
 Start/End times
 Time on activities


Evaluate alignment of
goals and objectives
to the position tasks


C
re


a
te


c
a
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n
d


a
r
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f


a
c
ti


v
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s


Define virtual work
tasks and descriptions


 Review standard
activities


 Consider alternatives
 Identify new tasks
 Be creative


Is program all
work or also a


skills development
opportunity?


Establish balanced
goal of time for


professional
development and


virtual work
i.e. 50/50%, 30/70%


Identify required training
and opportunities for


developmental training
 Soft skills
 Skilled trades
 3rd party training
 Industry speakers
 Virtual tours
 Career exploration


Identify required
training and needed


time
 Company structure
 Required new hire


Both Include required training


All
work


Identify engaging activities
 Motivational Mondays
 TikTok Tuesdays
 Wellness Wednesdays
 Interactive Thursdays
 Freedom Fridays


Plan first day orientation event
 Welcome / Overview
 Equipment distribution
 Training
 Manager introduction
 Mentor introduction


Produce time-block
calendar of training,
work, lunch/breaks


 Prioritize activities
 Tabulate time spent
 Adjust as needed


Determine technology
needs


 Hard/software
 Communication options
 Access
 IT support







Engage recruitment/
sourcing partners


 Direct hires
 3rd party


partnerships (GDYT,
industry orgs, etc)


Recruit interns
 Job fairs
 Job boards
 Youth programs
 Industry


organizations


Will you drug /
background


screen
applicants?


R
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Onboarding process
 Student pay
 Pre-hire activities
 Program and start


date follow up


Processes are generalized, your company's specific process superseeds recommended steps Work From Anywhere Youth Internship Program: sample process for development 2 of 2


Mentor/mentee
activities


Leader evaluation of
intern


L
a
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n
c
h
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m


Intern mentorship
program


Design evaluation
mechanisms for intern
and program success


Communications
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