
Tinker Air Force Base Job Shadowing Program
Education & Training Partnership Program Office
Oklahoma City Air Logistics Center
Rose State College, Professional Training & Education Center
1720 Hudiburg Drive
Rose State College 73110
The Tinker Air Force Base (AFB) Job Shadowing Program (JSP) is available year round to Oklahoma middle schools, high schools and Career Tech Centers without discrimination.  Tinker AFB jobs provide a diverse listing of shadowing possibilities.  Our JSP opportunities are geared specifically to the aerospace industry and science, technology, engineering and math career fields of study.  Student-interest surveys help guide placement with a mentor.  Students spend approximately two hours with employees to learn about a job and get “hands-on” experience when possible.  Students learn characteristics of good employees and the importance of training and education e.g., completion of high school, seeking of a college degree or alternative training, as they consider options to their career goals.  Employees answer questions, provide career-related feedback and discuss the student’s interests/goals.  The objective of the JSP is to assist students in gaining experiential knowledge and understanding needed to make informed decisions about education, career, and training related issues.  
Tinker AFB Education & Training Partnership (ETP) program office sponsors and manages the 
JSP.  The ETP program office is located in the Professional Training & Education Center, Rose State College (RSC); the JSP manager is Jennifer Wiebe.  You may contact Ms. Wiebe by phone at extension 
736-0384 or by email at jennifer.wiebe@tinker.af.mil. 


The following guidelines apply to schools wishing to participate in the JSP:
1.  Shadowing is a group event only.  No more than 30 participant’s total (students and faculty) may attend each JS event.  Students interested in a job shadow event at Tinker AFB should submit a request to their school counselor/contact.  The “school contact” i.e., Guidance Counselor, Career Technology and Education teacher or other school district staff member is responsible to contact and arrange the student job-shadowing event with the JSP manager.   
2.  The JSP manager schedules no more than one event per month (or at JSP manager discretion per workload/availability) and attempts to include all interested schools/Tech Centers.  Events are coordinated according to the proposed dates (see attached calendar) and planned on a first-come, first served basis. Schools should allow eight weeks for planning/coordinating the event.  
3.   All students/participants must be US citizens or provide additional information to the JSP manager no later than four weeks prior to the shadowing event date to obtain visitation approval.  The additional information must include: full name, visa/passport number, city/country of birth, date of birth, and country where current citizenship is held.  Additional information should be turned in prior to the deadline if possible.  
4.  The JSP manager will provide a Student-interest survey (atch 1), Registration / Waiver (atch 2) and Emergency Treatment (atch 3) forms to be completed.  Students should reference career cluster breakdowns when completing the survey and give a first and second area of interest to aid in the placement with a mentor.  The Registration / Waiver and Emergency Treatment form must be filled out and signed by a parent or legal guardian.  When possible, the JSP manager will conduct an on-site visit prior to the event to collect the student-interest surveys/ registration forms and to clarify expectations and brief participants on safety, appropriate attire, and security issues.  If a pre-visit is not possible the school contact will return the completed student-interest surveys/ registration forms to the JSP manager no later than five weeks prior to the JS event. 
5.  The School contact must provide the JSP manager with a participant roster seven working days (not including federal holidays) prior to event.  The participant roster must include: an alphabetical list 
(Last name, first name) of students, faculty and school bus driver (if applicable) entering Tinker AFB without an accepted government identification card.  The word “child” needs to be annotated beside the name of anyone under 18.  
6.  Substitutions to the participant roster are accepted up to three business days prior to the event by sending a request to the JSP manager.  Substitute students must have similar career interests.  No changes will be accepted after this deadline. 
7.  The following dress code is strictly enforced:

· No shorts (boys or girls)
· No sandals, open-toed shoes or flip flops
· No low-rider jeans/pants 
· No tops/blouses that are too small

· No exposed skin on torso (no bellybuttons showing) 
· No hats

· business casual is acceptable

· Comfortable shoes a must 
8.  All students must read and agree to follow the Rules of Conduct (atch 4) guidelines provided as outlined by the JSP manager.  If a student fails to follow the Rules of Conduct, the JSP manager can at his/her discretion exclude that student from participating and remove them from Tinker AFB premises. 
9.  The school contact must arrange for student transportation to the RSC Training Center to be met and escorted on Tinker AFB by the JSP manager.  A minimum of one responsible adult/faculty member must accompany students during the event.  Transportation to Tinker will be arranged by the JSP manager.  In the event of an unpreventable incident that causes the school group to arrive later than the designated time, the responsible adult/faculty member must call the JSP manager to report the estimated time of arrival as soon as possible.  The JSP manager will exchange cell phone information with the school contact in advance to facilitate communication as needed.  
10.  Job shadowing schedules may vary; however, students usually arrive at the Training Center between 8:15 and 9:30 a.m.  Students spend approximately two hours at the worksite with hosts/mentors and then return to the Training Center at RSC.  A wrap-up session may include a lunch break, guest speaker, and student/faculty evaluations or surveys.  JSP agenda will vary as they are tailored to the specific request/needs from each school.  Not every event includes a lunch break, tour or speaker.  Most events conclude no later than 1:30 p.m.   
11.  The JSP manager may invite more than one school to participate in a job shadow event at his/her discretion when a student roster reflects the need for more participants.
* Note: It is imperative that the students keep their commitment to arrive on time. Punctuality is a sign of respect for those taking time from their daily schedule in support of the job shadow experience.
4 Attachments:
1. Student Interest Survey
2. Registration / Waiver 

3. Emergency Treatment  

4. Rules of Conduct 
Student Interest Survey

Education & Training Partnership – Tinker AFB
Job Shadowing Program 2009 -2010
Name: ________________________________________Grade level: _____________

School: __________________College/Univ: __________________________________

Technology Center: _____________________________________________________

Teacher’s Name: ____________________________Dept: ______________________

Have you visited Tinker AFB before?  Yes _____ No _____

Do you know someone that works at Tinker AFB?  Yes _____ No _____

Which career cluster interests you the most? _______________________________

What job / department / type of work associated with this career cluster interests you? 

Please make a 1st and 2nd choice for your shadowing experience
1st choice interest area: _________________________________________________
2nd choice interest area: _________________________________________________

REGISTRATION and WAIVER FOR

TINKER AIR FORCE BASE JOB SHADOWING / TOUR 
STUDENT NAME: ______________________________________GRADE:_______ AGE: ______

EMERGENCY CONTACT INFO: ____________________________________________________ 

(NAME) 




    (PHONE #)
SCHOOL: ______________________________________________________________________ 

SCHOOL CONSENT FOR STUDENT TO PARTICIPATE: 

I hereby grant permission for the student listed above to participate in the Tinker AFB Job Shadowing Day/Tour on

_______________________________; I have also verified their U.S. Citizenship. 

        (DATE)
SCHOOL CONTACT NAME (PRINT): ______________________________________ 

SCHOOL CONTACT SIGNATURE: ________________________________________ 


 

SCHOOL PHONE: _____________________________________________________   

SCHOOL CONTACT E-MAIL:______________________________________________________________ 

******************************************************************************************************************

PARENTAL / LEGAL GUARDIAN CONSENT

STATEMENT OF UNDERSTANDING, HOLD HARMLESS AGREEMENT AND PHOTO RELEASE 
In consideration of the United States Air Force allowing my child or child under my legal guardianship, to visit Tinker 

Air Force Base for Job Shadowing/tour activities, I, the undersigned, do grant permission to participate and agree to forever hold harmless Tinker Air Force Base, the United States Air Force, and the United States of America, its members, employees, and agents, whether acting officially or unofficially, from any and all actions, claims, and demands by reason of any damage, loss, or injury (including death) which may be sustained to my child or child under my guardianship, and arising out of, or incidental to participation in the Job Shadow day.  I, the undersigned, also hereby grant permission for the child listed above to appear in a photograph, video or digital imagery that may be taken and used by the Tinker Air Force Base educational outreach / Job Shadow program. I hereby waive any monetary or other rights that I have to inspect and/or approve the finished product of the copy. 
_____________________________________
 __________________________________ 
PARENT / GUARDIAN PRINTED NAME

 PHONE / HOURS YOU CAN BE REACHED 
_____________________________________ 
__________________________________ 

PARENT / GUARDIAN SIGNATURE 

            DATE
EMERGENCY TREATMENT RELEASE FORM FOR MINORS

A MINOR MAY NOT BE TREATED EVEN IN AN EMERGENCY SITUATION EXCEPT WHEN, IN THE OPINION OF THE PHYSICIAN, A LIFE IS IN THE BALANCE.  TINKER AFB JOB SHADOW PROGRAM MANAGER REQUESTS THAT YOU SIGN AND COMPLETE THE BOTTOM PORTION OF THIS FORM SO WE CAN BE PREPARED SHOULD MEDICAL HELP BE DETERMINED TO BE NECESSARY FOR YOUR CHILD IN THE EVENT THAT WE CANNOT REACH YOU. 
To Whom It May Concern,
As the parent and/or guardian, I hereby authorize any treatment by a qualified, licensed medical doctor of the following minor in the event of a medical emergency which, in the opinion of the attending physician, may endanger his/her life, cause permanent disfigurement, physical impairment, or undue pain, discomfort or suffering if delayed. The authority is granted only after a reasonable effort has been made to reach me.
Name of Minor _________________________________Relationship______________________
Dates when Release is intended ___________________through ___________________.
This release form is completed and signed of my own free will with the sole purpose of authorizing medical treatment under emergency circumstances in my absence.
Signed_________________________________________________________________________
 

 MOTHER / FATHER / LEGAL GUARDIAN

Address________________________________Phone___________________________________
Family Physician’s Name __________________________________Phone__________________
*Please list specific Medial allergies, chronic illnesses or any other condition that the staff should be aware of; include any activity that you prohibit your child from participating in, if any. 

________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Other contact information in case of an emergency:

Name__________________________________Relationship_______________________________
Phone Number___________________________
STUDENT RULES OF CONDUCT

JOB SHADOWING/TOURS 

1. No Alcohol, tobacco, weapons or illegal drugs! 
2. No pagers, CD players, radios, cell phones or electronic games/devices. 
3. Students must wear the visitors badge at all times (above the waist & visible).
4. SAFETY FIRST! Follow instructions carefully and do not cause any loss of safety to anyone else or yourselves.
5. Do not touch any equipment unless given permission to do so.
6. No destruction of property will be tolerated.

7. Remain with your assigned mentor/guide(s).  Visitors must be escorted at all times.
8. Leave all meeting rooms, buses, picnic areas, cafeterias clean.
9. Respect fellow students – no name calling, ridiculing or foul language.
10. No talking during presentations. 
11. Students must report on time or risk missing the JS event.
12. Students are highly encouraged to participate in activities and/or discussions when invited to do so.
13. Students are not allowed to leave EARLY without prior coordination between parents, school representative and JSP manager.
14. Students must use sponsor-provided transportation.
15. During some events we’ll be in hangar buildings, possibly climbing in & out of airplanes or on ladders, using different kinds of equipments.  For your safety, please, no short shorts, no oversized shorts/pants (baggy and extra, extra large), no sandals; no flip flops allowed, preferably wear sneakers/comfortable walking shoes.  

STUDENT IS U.S. CITIZEN:


(CIRCLE)





YES	NO








