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Executive Summary 
 

Employers are seeking innovative options and opportunities to bridge the occupational skills gap with 

graduating students and the candidate pool of skilled employees. As a solution, our nation’s educational 

institutions and nonprofits can implement career exploration and skills training programs with a 

dedicated buy-in from employers.  

 

The Skills 2 Careers curriculum was created to be a viable 

option to reduce the skills gap and increase career 

awareness by forging a partnership across the educational 

and career industries.  

 

Skills 2 Careers reignites our students’ passion for learning 

with hands-on, practical, industry-related projects and 

internships for 10th through 12th grade students across a 16–30-week program. This career pathway 

curriculum not only addresses and resolves the skills deficiency gap among our nation's students but 

also generates awareness and exploration of career opportunities by creating a realistic, high-impact, 

project-based learning environment for youth to align their interests, skills, and continuing education 

aspiration to occupations with career openings. During the first module of the Skills 2 Careers 

curriculum, youth engage in 6-8 weeks of career alignment and exploration opportunities covering the 

following topics:  

• Discover career industry occupations, focusing on those with industry 
growth (Approximately spanning one week during the first module) 

• Review the projection of careers through 2024 within the United States 
(Approximately spanning one week during the first module) 

• Highlight careers with the highest job opening rates in STEM occupations, 
construction, medical occupations, computer systems, and customer 
service (Approximately spanning one week during the first module) 

• Learn the essential entry-level skills and education required per career 
industry occupation (Approximately spanning one week during the first 
module) 

• Hear from employers in varying industries, especially those with the 
highest growth rates and skill gaps, with in-school presentations and on-
site visits (Approximately spanning two to three weeks during the first 
module)  

 

Skills 2 Careers reignites our 
students’ passion for learning 

with hands-on, practical, 
industry-related projects and 
internships for 10th through 
12th grade students across a 

16-30-week program. 
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The hands-on, project-based learning and internship placement activities of the Skills 2 Careers 

curriculum begin after the initial 6-8 weeks of career exploration and industry presentations. 

During the project-based learning module activity, students embark on internships for two hours after 

school (with a summer option) in the fields of their aligned 

interests and skills for an 8–10-week timeframe per 

placement. On average, this results in 16 to 30 weeks or 160–

300 hours of project-based learning and skills training per 

academic year. The internship placement hours will vary 

because of the students’ availability to participate in all three internship placement modules versus two 

internship placements, due to extracurricular activities and homework levels. Businesses are 

encouraged to partner with schools to assist with transportation costs of interns. Students gain hands-

on skills training and have the ability to evaluate their true career aspirations, understand the skills 

training or schooling necessary to obtain a career in their field of interest, and complete a final capstone 

project or service presentation for the employer and educational institution.  

 

We must take the next step in training our next generation of employees. By enrolling in Skills 2 Careers, 

you are part of the solution to reduce the skills gap and career occupation unfamiliarity plaguing our 

nation’s students, educational institutions, and career industries. Skills 2 Careers helps you be proactive 

in creating a productive workforce for tomorrow!  

  

 

 

 

 

 

 

 

 

160–300 TRAINING 
HOURS  

PER ACADEMIC YEAR 
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Needs Assessment in Education 
 

Skills education and project-based learning in the 21st century enable schools to teach beyond the “3 

Rs.” Today’s 21st century skills education provides innovative teaching methods and engages students by 

employing collaboration and teamwork, creativity and imagination, critical thinking, problem solving, 

and hands-on learning activities. So why are our schools facing an epidemic of low-performance levels, 

basic skills deficiency in reading and mathematics among our 8th through 12th grade students, and low 

placement rates in continuing education? 

 

Over half of our nation’s youth are 

graduating without proficiency in math and 

reading. This prohibits their abilities to 

excel in education beyond high school or careers with sustainable wages. Not to mention, only 40% of 

the 16.49 million 9th–12th grade students enroll in post-secondary education.13 We must take the 

responsibility as educators, citizens, and employers to impact how we educate our youth to succeed! 

Before we can explore how to make a difference, we must analyze today’s education systems data and 

the education laws and regulations goals.  

 

According to the U.S. Census Bureau, the nation’s population will continue to increase, although slower 

than previous decades, requiring our nation’s schools to address class sizes, student–teacher ratios, 

students’ learning styles and/or academic accommodations, and innovation of direct skills training 

options. As of April 2017, 324.9 million people lived in the United States, ranking us third in population 

size in the world, behind China and India.3,17 Youth in grades 9th through 12th comprise 16.49 million of 

this population, based on educational data from the National Center for Education Statistics for 2013–

2014.13 This data includes students attending public, private, and charter school education in the 2013–

2014 school year.  

 

2013–2014 Academic Enrollment 
Educational Institution Enrollment #s 

Public School Education 14.79 million 

Charter School (Secondary) Education 0.4 million 

Private School Education  1.3 million  

Footnotes: (14) Data are from the Institute of Education Sciences, National Center for Education 

Statistics: The Condition of Education 2016  

16.49 MILLION 
9TH–12TH GRADE STUDENTS  

IN THE UNITED STATES  

https://www.bls.gov/emp/ep_table_104.htm#ep_table_104.f.1
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Of the 16.49 million 9th–12th grade students, only 37% graduate at or above proficiency levels in reading, 

and 25% are proficient in mathematics. Therefore, 10.4 million 12th grade graduates are basic skills 

deficient in reading, 12.4 million are basic skills deficient in mathematics, and less than half of our 

nation’s graduating seniors are pursuing continuing education placements for this particular group of 

students.13 These are alarming statistics when considering the impact across other imperative academic 

skills required to precede successful entry into continuing education and sustainable employment.  

 

The United States’ academic performance 

amongst our graduates is and will continue to 

position our students as incapable of competing 

for sustainable wage jobs locally and 

internationally in science, technology, 

engineering, and mathematics industries. For 

example, more than one in four students in China 

are top-performing students in mathematics.17 Continuing to educate our youth with the current 

methods, which engender low skill mastery, will only widen the academic gaps internationally, as well as 

decrease the prospect of reducing the poverty levels within our country.10 

 

The entry-level job earning potential among high school dropouts is $25,000 per year, $30,000 for 

students entering employment with only a high school diploma (no other training), and $49,900 for 

those with a bachelor’s degree.13 Presently, our nation’s basic skills deficiencies have and will continue 

to create an industrial skills gap among United States employers. Our educational institutions and 

employers must create or build-out project-based 

learning opportunities for our youth, ones that provide 

the potential to explore and learn career skills.  

 

Our nation’s students and young adults need the Skills 2 

Careers Curriculum to bolster their future aspirations 

and career skills. The Skills 2 Careers curriculum enables 

students the opportunity to engage with employers and learn their skill strengths and interests; a hands-

on method of mathematics computations, comprehension, and communication skills; and firsthand 

industry skills. The entry-level earning potential among industry trained, apprentice, or associate degree 

INCREASED EARNING 
POTENTIAL 

FROM 
$25,000–$30,000  

TO 
$42,588–$49,900 

 

10.4 million (63%) 
12th grade students graduating basic 

skills deficient in reading 

12.4 million (75%) 
12th grade students graduating basic 

skills deficient in mathematics 
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individuals is between $756 and $819 per week or up to $42,588 per year.11 Skills 2 Careers creates the 

chance for students to learn academic skills and industry skills in a tangible setting with a 16-30-week 

internship training program comprising 160–300 training hours. Students are provided a variety of 

learning styles, visual, auditory, reading/writing, and kinesthetic, during their two or three 10-week 

internships. The fourth internship opportunity would occur during the summer months.  

 

The Skills 2 Careers curriculum engages students in real-life project-based learning, enabling them to see 

the tangible results of why mathematics, reading, science, all other academic subjects, and the 21st-

century skills are imperative to gain and maintain for graduation. Skills 2 Careers is also an option for 

high school credit/units for graduation for career and technical education (CTE), college prep, and/or 

high school elective. Students are engaged in direct skills training activities and are required to complete 

a final capstone presentation project for each internship placement.  

 

Ongoing project-based learning studies show project-based learning experiences and hands-on skills 

training increase student excitement for education and motivation to graduate. With the Skills 2 Careers 

curriculum, students not only learn the integral responsibilities, objectives, and products/services of 

varying career industries, but they are also able to narrow their long-term continuing education and/or 

employment goals to those of true value and interest.  
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Needs Assessment in the Career Industries 
 

We live in the era of technology, one of autonomous vehicles, medical innovation, artificial intelligence, 

and evolving technology advancements. Within this new era, industry employment opportunities are 

realigning with modern needs, concentrated in science, technology, engineering, mathematics, 

communications, comprehension, creativity, and analytical skills. According to the Bureau of Labor 

Statistics, the largest career industry growth, of 10% and above, will occur within the medical, 

construction, technology, computer systems and security, and customer service (primarily the food 

services) industries.8 These employment trends are indicative of the economic expansion, failing 

infrastructures, increasing population, technology advancements, and aging labor force within our 

nation.7  

 

What this Means for Employers 

The increased need for skill-specific employees within 

STEM-related industries, as well as the need for trained 

mid-level employees, is causing a supply and demand 

shortage among the nation’s career industries. This trend 

has been happening and will continue to occur across all 

industries through 2024.  

 

The skilled employee shortage is becoming an expansive gap, leaving a range of 20–100s of thousands of 

vacancies annually throughout our nation’s career industries. As of December 2016, our nation’s job 

openings/hires/turn-over rates yielded a net gain of 2.5 million while still leaving 5.5 million vacant job 

openings among our industry employers.6 The nation’s labor force is projected to reach 163.8 million by 

the year 2024, with a growth rate of 0.5% per year, while the labor force participation rate is projected 

to decrease from 55% in 2014 to 49.7% in 2024 resulting in a widening gap of skilled and mid-level 

employees.7,15 A detailed look at the Bureau of Labor Statistics employment projections through 2024 is 

listed on the following page in Table 1.  

 

 

 

  

5.5 million vacant job 

openings among our 

industry employers 
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TABLE 1: 2014–2024 Occupational Projection Numbers 8 

National Employment Matrix title  

Employment Change, 2014–24 
Median annual 

wage, 2015 2014 2024 Number Percent 

Total, all occupations 150,539.9 160,328.8 9,788.9 6.5 $36,200 

Personal care aides 1,768.4 2,226.5 458.1 25.9 $20,980 

Registered nurses 2,751.0 3,190.3 439.3 16.0 $67,490 

Home health aides 913.5 1,261.9 348.4 38.1 $21,920 

Combined food preparation and serving workers, including 
fast food 

3,159.7 3,503.2 343.5 10.9 $18,910 

Retail salespersons 4,624.9 4,939.1 314.2 6.8 $21,780 

Nursing assistants 1,492.1 1,754.1 262.0 17.6 $25,710 

Customer service representatives 2,581.8 2,834.8 252.9 9.8 $31,720 

Cooks, restaurant 1,109.7 1,268.7 158.9 14.3 $23,100 

General and operations managers 2,124.1 2,275.2 151.1 7.1 $97,730 

Construction laborers 1,159.1 1,306.5 147.4 12.7 $31,910 

Accountants and auditors 1,332.7 1,475.1 142.4 10.7 $67,190 

Medical assistants 591.3 730.2 138.9 23.5 $30,590 

Janitors and cleaners, except maids and housekeeping 
cleaners 

2,360.6 2,496.9 136.3 5.8 $23,440 

Software developers, applications 718.4 853.7 135.3 18.8 $98,260 

Laborers and freight, stock, and material movers, hand 2,441.3 2,566.4 125.1 5.1 $25,010 

First-line supervisors of office and administrative support 
workers 

1,466.1 1,587.3 121.2 8.3 $52,630 

Computer systems analysts 567.8 686.3 118.6 20.9 $85,800 

Licensed practical and licensed vocational nurses 719.9 837.2 117.3 16.3 $43,170 

Maids and housekeeping cleaners 1,457.7 1,569.4 111.7 7.7 $20,740 

Medical secretaries 527.6 635.8 108.2 20.5 $33,040 

Management analysts 758.0 861.4 103.4 13.6 $81,320 

Heavy and tractor-trailer truck drivers 1,797.7 1,896.4 98.8 5.5 $40,260 

Receptionists and information clerks 1,028.6 1,126.3 97.8 9.5 $27,300 

Office clerks, general 3,062.5 3,158.2 95.8 3.1 $29,580 

Sales representatives, wholesale and manufacturing, 
except technical and scientific products 

1,453.1 1,546.5 93.4 6.4 $55,730 

Stock clerks and order fillers 1,878.1 1,971.1 92.9 4.9 $23,220 

Market research analysts and marketing specialists 495.5 587.8 92.3 18.6 $62,150 

First-line supervisors of food preparation and serving 
workers 

890.1 978.6 88.5 9.9 $30,340 

Electricians 628.8 714.7 85.9 13.7 $51,880 

Maintenance and repair workers, general 1,374.7 1,458.1 83.5 6.1 $36,630 

Footnotes: (8) Data are from the Occupational Employment Statistics program, U.S. Bureau of Labor Statistics. Source: Employment Projections program, U.S. Bureau 

of Labor Statistics. Salaries vary based on occupational position 

https://www.bls.gov/emp/ep_table_104.htm#ep_table_104.f.1


11       
                                                                                                                                                      

                                                                 

 

2017 

Supply and Demand Shortage within the Fastest Growing Industries 

The Bureau of Labor Statistics reports the largest shortage in mid-level—certification and/or associate 

degree—occupations will occur with personal care aides, home health aides, nursing assistants, medical 

assistants, and medical secretaries. The average growth rate for these occupations is between 20–38% 

by 2024.8 The Health Resources and Services Administration (HRSA) reports our nation’s medical field 

will face a shortfall of 20,340 full-time employees through 2025.1 The fields of ten surgical specialties will 

be the most affected by the supply and demand shortage: general surgery, colon/rectal surgery, 

neurological surgery, ophthalmology, orthopedic surgery, cardiothoracic surgery, otolaryngology, plastic 

surgery, urology, and vascular surgery.2 The required years of schooling and higher level skills in science 

and mathematics are the contributing factors for the 

shortages within these advanced medical positions.  

 

According to the latest data collected by the Center 

for Disease Control and Prevention, the national birth 

rate in the United States for 2015 was 3,978,497. This is down 1% from 2014, while still being 

astounding: approximately 250 babies born per minute in the United States.4 Therefore, the industry’s 

U.S. shortage of women’s health service providers—namely obstetricians/gynecologists (OB/GYNs)—of 

4,930 full-time employees by 2025 will become a major concern to meet the women’s health supply and 

demand need.5 In addition, the medical industry will face a shortfall of 13,860 full-time primary care 

physicians by the year 2025.1 A shortfall among our nation’s primary care physicians is concerning 

because of our nation’s aging population rate, especially those over the age of 65. By 2025, the U.S. 

Census Bureau reports an approximate 335,000 individuals will require daily physician’s care. The United 

States population will include approximately 55 million people over the age of 65 by 2024.3  

 

In our high-tech world, our nation’s employers are struggling to obtain qualified candidates to fill their 

vacant or newly created computer, technology, engineering, and information security positions, even 

with an annual starting salary of $48,320.9 The low entry percentage, 40% of students pursing 

continuing education, and the academic skills gap of 63% deficiency in reading and 74% deficiency in 

mathematics among our nation’s graduating seniors are causing a deficit of qualified individuals entering 

post-secondary education in STEM-related fields.13 The increased need for infrastructure development 

and improvement throughout 2024, will provide an 8% growth in STEM-related occupations in the 

industry fields of architecture, engineering, and related services. Engineering is projected to add an 

55 MILLION PEOPLE WILL BE OVER 
THE AGE OF 65 BY 2024 
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estimated 65,000 jobs over the next decade. Approximately 52,500 careers within the surveying, 

cartographer, and architecture fields will be available by 2024.9 Employment across various computer 

occupations is projected to increase by an average of 12.5% from 2014–2024. Nearly 500,000 jobs will 

be created within this industry, with 99% of these career opportunities requiring some post-secondary 

educational training. Among STEM-related occupations, 73% require a bachelor’s degree prior to entry, 

although web developers’, engineering technicians’, and surveying and mapping technicians’ typical 

entry-level requirement is a high school diploma with the option of on-the-job training.9 Therefore, the 

Skills 2 Careers curriculum and internship training program is a viable option for high school students to 

obtain employment within STEM careers with 

sustainable wage opportunities.  

 

The housing crash of 2008 left our nation’s 

construction workers with no choice but to seek 

other means of employment. Approximately 30% of 

the construction workforce left the construction 

industry for new employment opportunities.20 However, failing infrastructure and population growth 

have led to the recent resurgence of construction, resulting in a construction worker supply and demand 

shortage within the United States.12 The National Association of Homebuilders estimates an annual 

supply and demand shortage of approximately 200,000 construction workers.20 Occupational awareness 

and skills training is the solution to help bridge the occupational gap plaguing our nation’s blue-collared 

construction industry.  

 

Manufacturing falls into the same classification of occupational naivety in our nation. Many envision 

these occupations as blue-collar, stagnant salary occupations with no room for advancement and 

occupational growth. Manufacturing is even 

plagued with the continued idea of dirty 

laborious employment, when advanced 

manufacturing has actually become a hub of 

innovation, robotics, and advancements in 

technology. 

 

APPROXIMATELY 500,000 
JOBS WILL BE CREATED IN  

STEM OCCUPATIONS 

Approximately 200,000 

construction worker jobs &  

2 million manufacturing jobs 

go unfilled 
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Over the next decade, our nation will see nearly 2 million manufacturing jobs go unfilled out of the 3.5 

million open or newly created positions.14 Economic expansion of approximately 700,000 jobs and the 

exit of the baby boomer population will be the primary factors contributing to this large number of job 

openings within the manufacturing industry. The Bureau of Labor Statistics predicts an annual growth 

rate of 6.5%.8 These numbers do not factor in the variance of policies, economic forecasts, and 

negotiation factors to reintroduce and grow manufacturing in the United States throughout 2017–2021. 

Therefore, filling the current outstanding 2 million jobs in manufacturing is imperative before this 

additional surge. As of 2015, 6 out of 10 positions remain unfilled due to the talent shortage to meet the 

skills and customer demand in manufacturing. In addition to the certification training, employers note 

the following skills as prerequisites for advanced manufacturing: mathematics and computation, 

computer technology, robotics, problem-solving, and analytical skills.  

 

Not only do current employees who are up for advancement lack the appropriate skills to fill these 

positions, but new potential candidates are unable to communicate and conduct themselves with 

appropriate interpersonal skill. Critical thinking and problem-solving, according to the Association of 

Talent Development (ATD), is the second most common reason for unfilled positions across our nation.16 

ATD reports the variety of industries experiencing a skills gap is broad and wide, and skill gaps are not 

always industry-specific. The talent shortage for placement agencies ranges across skilled trade workers, 

sales representatives, engineers, technicians, CDL drivers, management and executives, as well as 

accounting and financial professionals.16  

 

In addition to industry-specific skills training, leadership and management are qualities causing a skills 

gap for various career industries. The primary reason for this gap is because baby boomers exiting the 

world of employment for retirement are not transferring their knowledge, tips/tricks of the trade, and 

acquired intuition. A mentor/mentee training program could encourage the transfer of these 

undocumented skills. This is just another way the Skills 2 Careers’ internship program can create an 

opportunity to cultivate a transfer of knowledge and skills for our nation’s incoming generational talent.  
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Goals & Objectives 
 

The Skills 2 Careers curriculum and internship program aligns with federal laws driving the innovation 

and advancements within our Department of Education and Department of Labor & Industry. The Skills 

2 Careers program addresses the pathway to employment directives for young adults in the Workforce 

Innovation Opportunity Act (WIOA) and the increased academic performance and accountability of the 

Every Student Succeeds Act (ESSA). Below, in Table 2, is a list of the aligned WIOA and ESSA objectives to 

the Skills 2 Careers curriculum and internship program.  

TABLE 2: Department of Education and Department of Labor & Industry 

Laws 

ESSA & WIOA Alignment 

ESSA19 WIOA18 
State Academic Standards Sec. 1004: A state may reserve up to 3% of its title I-
A funding to award grants for direct student services to geographically diverse 
LEAs that serve low-performing schools. An LEA shall use these grant funds to 
support direct student services including:  

• A student's enrollment and participation in academic courses not 
otherwise available at the student's school 

• Credit recovery and academic acceleration courses that lead to a 
regular high school diploma 

• Activities that assist students in successfully completing 
postsecondary level instruction and examinations that are accepted 
for credit at institutions of higher education 

• If applicable, transportation to allow a student enrolled in a low-
performing school to transfer to another public school. This option to 
reserve funding replaces several smaller competitive grant programs 
and supports similar activities. 

State Academic Standards Sec. 1111(b)(1): State assures adoption of academic 
content and achievement standards in math, reading or language arts, and 
science and other subjects at the state's discretion.  
Student Support and Academic Enrichment Grants Sec. 4101(a)(1): The bill 
establishes the Student Support and Academic Grant Program, through which 
states and LEAs may receive formula-based grants to support activities related 
to:  

• Well-rounded educational opportunities,  

• Student health and safety 

• The effective use of technology. This program replaces several 
smaller competitive grant programs and supports similar activities. 

National Activities Sec. 4601) The bill establishes several new programs that 
replace smaller competitive grant programs and support similar activities. 

• ED shall award grants to eligible entities for the development and 
implementation of entrepreneurial, evidence-based, field-initiated 
innovations to improve student achievement and attainment for 
high-need students. Each grant recipient shall conduct an 
independent evaluation of the effectiveness of the program carried 
out under the grant. 

•  

Section 128: PROGRAM DESIGN—For eligible youth  
A. Provide an objective assessment of the academic levels, skill 

levels including basic skills, occupational skills, prior work 
experience, employability, interests, aptitudes, supportive 
service needs, and developmental needs of such participant 

B. Develop service strategies that shall identify career 
pathways that include education and employment goals 

C. Provide activities:  

• Leading to the attainment of a secondary school diploma 
or GED or a recognized postsecondary credential 

• Preparation for postsecondary educational and training 
opportunities 

• Strong linkages between academic instruction and 
occupational education that lead to the attainment of 
recognized postsecondary credentials 

• Preparation for unsubsidized employment opportunities 

• Effective connections to employers 
Section 129: Youth Workforce Development Activities 
   For Eligible In-School and Out-of-School 
   Youth  

Footnotes: (18) Workforce Innovation Opportunity Act  
                (19) Every Student Succeeds Act 

  



15       
                                                                                                                                                      

                                                                 

 

2017 

Skills 2 Careers Implementation Strategies 

 

 
The Skills 2 Careers Mission 

 
 

Is to provide a solution to our nation’s 
schools’ and employers’ skills deficiency gap 

and to cultivate the next generation of skilled 
workers. 

 

Skills 2 Careers provides a high-impact, project-
based learning environment for youth to align 
their interests, acquire industry-related skills, 
and identify their continuing education 
aspirations based on experience and 
occupational career openings. 
 

Skills 2 Careers increases career awareness and 
closes the nation’s skills gap for 10th, 11th, and 
12th grade students by providing:  

• 6–8 weeks of research, exploration, and 
skills alignment to career occupations 

• Two or three, 8–10–week modules that 
result in 160–300 hours of on-the-job 
industry training internships 

• Critical thinking, interpersonal, and 
collaboration skill building opportunities 

 
Completion of a Skills 2 Careers internship can 
provide students with credits for graduation. 

 
 
 

 
 
 
 

 

 
Implementation Strategies 

 

High school students participate in 
career exploration and skills 

matching for 6–8 weeks. 
After completing their industry 

research, students with a 2.0 GPA or 
higher are eligible to embark on two 
or three modules of 8–10 weeks of 

hands-on industry training in the field 
of their career interest.  

 

10th grade internship 
• Students explore three 

different career industries 
aligned to their skills and 
interests across the two or 
three internship modules 

11th grade internship 
• Students explore their top 

two aligned career industry 
occupations across the two 
or three internship modules 

12th grade internship 
• Students explore their top 

aligned career industry with 
three different occupation 
locations across the two or 
three internship modules 

*Students doing two internships 
per year would start with their 
top two choices. 

 

160–300  
ON-THE-JOB TRAINING 

HOURS  
PER ACADEMIC YEAR 



16       
                                                                                                                                                      

                                                                 

 

2017 

End Note Citations: 
 
1 Health Resources & Services Administration, National and Regional Projections of Supply and Demand 
for Primary Care Practitioners: 2013–2025, https://bhw.hrsa.gov/sites/default/files/bhw/health-
workforce-analysis/research/projections/primary-care-national-projections2013-2025.pdf, Retrieved: 
February 2017. 
2 Health Resources & Services Administration, National and Regional Projections of Supply and Demand 
for Primary Care Practitioners: 2013–2025, https://bhw.hrsa.gov/sites/default/files/bhw/health-
workforce-analysis/research/projections/surgical-specialty-report.pdf, Retrieved: February 2017. 
3 Census Bureau, Current Population Reports, https://www.census.gov/prod/2014pubs/p25-1140.pdf. 
Released May 2014, Retrieved: April 2017. 
4 Center for Disease Control and Prevention, National Vital Statistics Reports: Volume 66, Number 1, 
https://www.cdc.gov/nchs/data/nvsr/nvsr66/nvsr66_01.pdf, Retrieved: February 2017. 
5 Health and Workforce Analysis, National and Regional Projections of Supply and Demand for Women’s 
Health Service Providers: 2013–2025, https://bhw.hrsa.gov/sites/default/files/bhw/health-workforce-
analysis/research/projections/womens-health-report.pdf, Retrieved: February 2017. 
6 Bureau of Labor Statistics, U.S. Department of Labor, News Release: Jobs Opening and Turnover 
Summary, Tuesday, February 7, 2017, https://www.bls.gov/news.release/jolts.nr0.htm, Retrieved: 
February 2017. 
7 Bureau of Labor Statistics, U.S. Department of Labor, News Release: Tuesday, December 8, 2015, 
https://www.bls.gov/news.release/pdf/ecopro.pdf, Retrieved: February 2017. 
8 Bureau of Labor Statistics, U.S. Department of Labor, Occupational Outlook Handbook, 
https://www.bls.gov/ooh, Retrieved: February 2017. 
9 Bureau of Labor Statistics, Spotlight on Statistics, STEM Occupations Past, Present, Future, Released: 
January 2017, https://www.bls.gov/spotlight/2017/science-technology-engineering-and-mathematics-
stem-occupations-past-present-and-future/pdf/science-technology-engineering-and-mathematics-stem-
occupations-past-present-and-future.pdf, Retrieved: March 2017. 
10 ASPE, United States Department of Health & Human Services, U.S. Federal Poverty Guidelines used to 
Determine Financial Eligibility for Certain Federal Programs, Released: January 26, 2017, 
https://aspe.hhs.gov/poverty-guidelines, Retrieved: March 2017. 
11 Bureau of Labor Statistics, Employment Projections, https://www.bls.gov/emp/ep_chart_001.htm, 
Released April 20, 2017, Retrieved April 2017. 
12 U.S. Bureau of Labor Statistics, Current Employment Statistics Highlights, Released: March 10, 2017, 
https://www.bls.gov/ces/highlights022017.pdf, Retrieved: April 2017. 
13 Institute of Education Science, National Center for Education Statistics, The Current Condition of 
Education 2016: Released May 2016, https://nces.ed.gov/pubs2016/2016144.pdf, Retrieved April 2017. 
14 The Institute of Manufacturing. Deloitte: The Skills Gap in the U.S. 
http://www.themanufacturinginstitute.org/~/media/827DBC76533942679A15EF7067A704CD.ashx. 
Released 2015. Retrieved April 2017.  
15 The National Skills Coalition, Middle-Skills Jobs United States. 
http://www.nationalskillscoalition.org/resources/publications/2017-middle-skills-fact-
sheets/file/United-States-MiddleSkills.pdf. Released February 2017. Retrieved April 2017. 
16 The Association for Talent Development. ATD-Bridging-the-Skills-Gap-2015.pdf. https://www.td.org/. 
Released 2015. Retrieved April 2017.  
17 Organization for Economic Cooperation and Development: 2015 PISA Survey: 
https://www.oecd.org/unitedstates/PISA-2012-results-US.pdf. Released 6/12/16. Retrieved April 2017. 

https://bhw.hrsa.gov/sites/default/files/bhw/health-workforce-analysis/research/projections/primary-care-national-projections2013-2025.pdf
https://bhw.hrsa.gov/sites/default/files/bhw/health-workforce-analysis/research/projections/primary-care-national-projections2013-2025.pdf
https://bhw.hrsa.gov/sites/default/files/bhw/health-workforce-analysis/research/projections/surgical-specialty-report.pdf
https://bhw.hrsa.gov/sites/default/files/bhw/health-workforce-analysis/research/projections/surgical-specialty-report.pdf
https://www.census.gov/prod/2014pubs/p25-1140.pdf
https://www.cdc.gov/nchs/data/nvsr/nvsr66/nvsr66_01.pdf
https://bhw.hrsa.gov/sites/default/files/bhw/health-workforce-analysis/research/projections/womens-health-report.pdf
https://bhw.hrsa.gov/sites/default/files/bhw/health-workforce-analysis/research/projections/womens-health-report.pdf
https://www.bls.gov/news.release/jolts.nr0.htm
https://www.bls.gov/news.release/pdf/ecopro.pdf
https://www.bls.gov/ooh
https://www.bls.gov/spotlight/2017/science-technology-engineering-and-mathematics-stem-occupations-past-present-and-future/pdf/science-technology-engineering-and-mathematics-stem-occupations-past-present-and-future.pdf
https://www.bls.gov/spotlight/2017/science-technology-engineering-and-mathematics-stem-occupations-past-present-and-future/pdf/science-technology-engineering-and-mathematics-stem-occupations-past-present-and-future.pdf
https://www.bls.gov/spotlight/2017/science-technology-engineering-and-mathematics-stem-occupations-past-present-and-future/pdf/science-technology-engineering-and-mathematics-stem-occupations-past-present-and-future.pdf
https://aspe.hhs.gov/poverty-guidelines
https://www.bls.gov/emp/ep_chart_001.htm
https://www.bls.gov/ces/highlights022017.pdf
https://nces.ed.gov/pubs2016/2016144.pdf
http://www.themanufacturinginstitute.org/~/media/827DBC76533942679A15EF7067A704CD.ashx
http://www.nationalskillscoalition.org/resources/publications/2017-middle-skills-fact-sheets/file/United-States-MiddleSkills.pdf
http://www.nationalskillscoalition.org/resources/publications/2017-middle-skills-fact-sheets/file/United-States-MiddleSkills.pdf
https://www.td.org/
https://www.oecd.org/unitedstates/PISA-2012-results-US.pdf


17       
                                                                                                                                                      

                                                                 

 

2017 

18 Workforce Innovation Opportunity Act. https://www.congress.gov/113/bills/hr803/BILLS-
113hr803enr.pdf Released: January 3, 2014. Retrieved: April 2017. 
19 Every Student Succeeds Act. https://www.congress.gov/bill/114th-congress/senate-bill/1177/text 
20 National Association of Homebuilders. https://www.nahb.org. Retrieved April 2017. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.congress.gov/113/bills/hr803/BILLS-113hr803enr.pdf
https://www.congress.gov/113/bills/hr803/BILLS-113hr803enr.pdf
https://www.congress.gov/bill/114th-congress/senate-bill/1177/text
https://www.nahb.org/


18       
                                                                                                                                                      

                                                                 

 

2017 

 

 

 

 

 

EMPLOYER’S TOOLKIT 
 

 

 

 

 

 

 

  



19       
                                                                                                                                                      

                                                                 

 

2017 

 

 

  

COPYRIGHT ©2017 BY CONNECTIONS 4 SUCCESS, INC. 
 

All rights reserved. No part of this curriculum may be used, reproduced, stored in a retrieval 
system, or transmitted by any means—electronic, mechanical, photocopy, microfilm, recording, or 

otherwise—without written permission from the publisher, except in the case of brief quotations 
embodied in critical articles or reviews.  

CONNECTIONS 4 SUCCESS INC. 
www.connections4success.org 
vanessa@connections4success.org 

  

 

 

http://www.connections4success.org/


20       
                                                                                                                                                      

                                                                 

 

2017 

 

 

 

 

 

 

What is Skills 2 Careers? ....................................................................................................................... 21 

Internship Overview ............................................................................................................................... 22 

Skills 2 Careers Student Requirements ................................................................................................ 23 

How to Implement a Successful Skills 2 Careers Internship Program ............................................. 24 

Legal Concerns........................................................................................................................................ 25 

Interview Questions ............................................................................................................................... 27 

Orientation Checklist .............................................................................................................................. 28 

Intern’s Employer Evaluation Sheet ..................................................................................................... 29 

Employer’s Intern Evaluation Sheet ..................................................................................................... 31 

Internship Memorandum of Understanding ........................................................................................ 32 

Skills 2 Careers Timesheet .................................................................................................................... 33 

Skills 2 Careers Internship Project Presentations ............................................................................... 33 

 

 

 

 

  

 

 

  

TABLE OF CONTENTS 

file:///C:/Users/Cori/Downloads/Skills%202%20Careers_Employers%20version.docx%23_Toc484112147
file:///C:/Users/Cori/Downloads/Skills%202%20Careers_Employers%20version.docx%23_Toc484112148
file:///C:/Users/Cori/Downloads/Skills%202%20Careers_Employers%20version.docx%23_Toc484112149
file:///C:/Users/Cori/Downloads/Skills%202%20Careers_Employers%20version.docx%23_Toc484112150
file:///C:/Users/Cori/Downloads/Skills%202%20Careers_Employers%20version.docx%23_Toc484112151
file:///C:/Users/Cori/Downloads/Skills%202%20Careers_Employers%20version.docx%23_Toc484112152
file:///C:/Users/Cori/Downloads/Skills%202%20Careers_Employers%20version.docx%23_Toc484112153
file:///C:/Users/Cori/Downloads/Skills%202%20Careers_Employers%20version.docx%23_Toc484112157
file:///C:/Users/Cori/Downloads/Skills%202%20Careers_Employers%20version.docx%23_Toc484112158


21       
                                                                                                                                                      

                                                                 

 

2017 

 

 

 

  

 
The Skills 2 Careers Mission 

 
 

Is to provide a solution to our nation’s 
schools’ and employers’ skills deficiency gap 

and to cultivate the next generation of skilled 
workers. 

 

Skills 2 Careers provides a high-impact project-
based learning environment for youth to align 
their interests, acquire industry-related skills, 
and identify their continuing education 
aspirations based on experience and 
occupational career openings. 
 

Skills 2 Careers increases career awareness and 
closes the nation’s skills gap for 10th, 11th, and 
12th grade students by providing:  

• 6–8 weeks of research, exploration, and 
skills alignment to career occupations 

• Two or three, 8–10–week modules that 
result in 160–300 hours of on-the-job 
industry training internships 

• Critical thinking, interpersonal, and 
collaboration skill building opportunities 

 

 
 

 
Why Skills 2 Careers High 

School Interns? 

 

High school students participate in 6–8 weeks 
of interest and skills matching to industry fields 
and career opportunities each school year. They 
engage in career industry research and skill 
alignment activities to discover their top three 
career occupation interests, based on industry 
trends, required training obligations, and job 
duties.  
 

Upon completion of their industry research, 
students with a 2.0 GPA or higher are eligible to 
embark on two or three modules of 8–10 
weeks of hands-on industry training in the 
field of their career interest. During one 
academic school year, students can acquire 
160–300 hours of on-the-job skills training.  

What is Skills 2 Careers?

Skills 2 Careers reignites our 
students’ passion for learning with 

hands-on, practical industry-
related projects and internships 

for 10th through 12th grade 
students across a 16–30–week 

program. 

160–300  
ON-THE-JOB TRAINING 

HOURS  
PER ACADEMIC YEAR 
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The Employer Internship Toolkit has been designed to assist your organization in 
developing a successful high school internship program. This toolkit will give you 
pertinent Skills 2 Careers information and templates designed to help you easily create 
internships that meet the needs of your organization.  
 
What is a Skills 2 Careers Internship?  
A Skills 2 Careers internship is on-the-job training for 10th, 11th, and 12th grade students 
across two or three after-school modules of 8–10 weeks with 10 hours of training per 
week, as well as a final internship presentation at the culmination of each internship. 
Businesses are encouraged to partner with schools to assist with transportation of 
interns. 
 
The Skills 2 Careers internships are carefully monitored on-the-job training experiences 
in which a student has the ability to learn real-life, hands-on industry training 
experience through projects and daily tasks. The program features: 

• Unpaid job shadow and training opportunities 

• The possibility to relate academic content (mathematics, reading, writing, 
comprehension, science, creativity) to career industry requirements  

• An effective method for students to learn industry skills and occupational training 
obligations  

Benefits to your organization include: 

• Skills 2 Careers creates a pipeline of career exposure and skilled workers  

• Skills 2 Careers interns bring a fresh perspective, drive to learn, and knowledge of 
technology innovation 

• A Skills 2 Careers internship program will provide industries with an early 
opportunity to expose students to skills training and industry acumen  

• Skills 2 Careers interns also provide an opportunity for mid-level staff to mentor 
 

 

 

 

 

Internship Overview  
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To ensure the preservation of the employers’ work structure and atmosphere, the 

academic institutions and nonprofits referring the 10th, 11th, and 12th grade students 

agree to ensure students have completed the following prior to placement in a Skills 2 

Careers Internship:  

• Are currently enrolled in 10th, 11th, or 12th grade 

• Have completed the Skills 2 Careers 6–8–week Skills 2 Careers alignment 

activities  

• Maintain a minimum 2.0 cumulative GPA before and throughout the internships 

• Have been successfully screened and approved by school counselors, ensuring:  

o 75% attendance record from their 9th through 11th grade school years 
o Maturity and behavioral capacity for a Skills 2 Careers internship  

• Have received parental consent to participate in the Skills 2 Careers after-school 

internship program 

• Have available transportation or sponsored transportation to and from the 

employer’s internship location  

• Are able to maintain a minimum of 60 hours for each internship placement 

around all extracurricular activity schedules 

 

 

 

 

 

 

 

 

 

 

Skills 2 Careers 

Student Requirements 
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How to Implement a 

Successful Skills 2 Careers 

Internship Program 

 

STEP 2 
Set goals, and create a work plan for the high 
school interns. 

• Decide how your intern can add value 
to the team’s daily tasks and projects 

• Determine how to safely introduce a 
high school intern to your industry 
and job duties 

STEP 1 
Select a supervisor who has the resources and 
time to oversee an intern. The supervisor should 
also be dedicated to being a mentor throughout 
the internship. Tasks include: 

• Introducing the intern to the team 

• Managing their day-to-day internship with 
structured sign-in, work schedule, and 
sign-out procedures 

• Safely teaching and training interns in the 
occupational industry job duties (in 

accordance with all FLSA intern and child labor laws) 
• Mentoring and overseeing the intern’s 

skills training and projects 
 

 

STEP 3 

Recruit the right intern and set them up for 

success.  

• Work with the school counselors 

and/or community-based organization 

leads to conduct an interview for your 

10th, 11th, or 12th grade intern 

• Provide them with an overview of 

appropriate attire for the career 

industry atmosphere 

• Welcome them with an equipped 

work area 

STEP 4 
Conduct periodic performance check-ins and 
a final internship evaluation interview. 

• Periodic performance reviews will help 
the intern learn and understand their 
areas of strength or areas for 
improvement  

• Conduct a final performance 
evaluation (form enclosed within the packet) 

and a final exit interview to gain 
insight on the intern’s experience and 
acquisition of skills.  
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Do you have to pay interns? 
  

No, according to the U.S. Fair Labor Standards Act (FLSA) interns who qualify as 
learners or trainees do not have to be paid.  
 
The U.S. Department of Labor has outlined six criteria for determining trainee 
status that apply to all companies that have at least two employees directly 
engaged in interstate commerce and annual sales of at least $500,000: 
 

1. The internship, even though it includes actual operation of the facilities of the 
employer, is similar to training which would be given in an educational 
environment. 

2. The internship experience is for the benefit of the intern 
3. The intern does not displace regular employees, but works under close 

supervision of existing staff. 
4. The employer that provides the training derives no immediate advantage from 

the activities of the intern, and on occasion, its operations may actually be 
impeded. 

5. The intern is not necessarily entitled to a job at the conclusion of the internship. 
6. The employer and the intern understand that the intern is not entitled to wages 

for the time spent in the internship. 
 

The organization should identify the specific terms and conditions of the 
experience:  

• Dates of employment as an intern, including the date the internship will end 

• Organizational and/or reporting relationships 

• Principal duties 

• Tasks or responsibilities 

• Working conditions 

• Confidentiality 

• Any other expectations of the employer  
 
Employers should discuss these with the prospective intern, as well as the educational 
or nonprofit institution. This will avoid any misunderstanding regarding the 
relationship. An Employer/Intern Memorandum should be discussed, reviewed, signed, 
and shared with the referring educational institution. The employer/intern 
memorandum is included in this packet.  

Legal Concerns 
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Harassment: 
If an intern is harassed at your organization and you do not report and/or do anything 
about it, your organization opens itself to the risk of lawsuits.  
 
Please visit: https://www.dol.gov/whd/regs/compliance/whdfs71.htm for further information.  

 

Working Conditions: 
The Fair Labor Standards Act (FLSA) prohibits minors under age 18 years old to work in 
any occupation that it deems to be hazardous. Among these occupations are 
excavation, manufacturing explosives, mining, and operating many types of power-
driven equipment. Certain industries allow minors under age 18 to perform certain tasks 
at worksites whose primary work activity is dangerous, but these tasks are very specific, 
and the state and federal government closely monitor compliance. 
 
Child labor laws vary from state to state. Regulations provide very specific information 
on these occupations and other safety standards for minor employees. Please consult 
your state Department of Labor for this information. 
 

Please visit: https://www.dol.gov/general/topic/youthlabor/hazardousjobs for further information.  

 

 

 

 

 

 

 

 

 

 

Legal Concerns 

Continued … 

https://www.dol.gov/whd/regs/compliance/whdfs71.htm
https://www.dol.gov/general/topic/youthlabor/hazardousjobs
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Skills 2 Careers 

STUDENT NAME: ______________________________________________________________________ 

GRADE LEVEL: ____________   EMPLOYER INTERVIEWER: ___________________________________ 

COMPANY NAME & INDUSTRY: __________________________________________________________ 

Interview Questions 
1. Can you tell me about your career interests and goals for five years from now?  
2. What are your strongest skills in school? In hobbies and/or athletics? 
3. Would you consider yourself a prompt and punctual person? 
4. Can you tell me about a time when you had to use problem-solving skills to complete a 

task or homework assignment? 
5. Can you tell me about a time when you had to work as a team to complete a project within 

an allocated timeframe? 

Question 1 Answers 
 
 
 
 

Question 2 Answers 
 
 
 
 

Question 3 Answers 
 
 
 
 

Question 4 Answers 
 
 
 
 

Question 5 Answers 
 
 
 
 

 

Interview Questions 
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Please provide your Skills 2 Careers Interns 
with the following Orientation Structure 

Orientation Topic  
Review organization vision and department missions  

Give the intern a feel for the organizational structure: 

• Organizational chart  

• Staff list with phone numbers (if applicable) 

 

Review organizational and employee policies  

Review the internship. Identify and discuss: 

• Main projects 

• Internship description 

• Results expected 

• Action plan 

 

Set regular “check-in” meetings  

Inform the intern of departmental or staff meetings he/she is 
expected to attend:  

• Provide time during those meetings for the intern to introduce 
themselves 

• Inform the intern if they will need to report progress on 
project(s) 

 

Identify a back-up supervisor or support person to answer the 
intern’s questions if his/her regular supervisor is unavailable 

 

Provide a tour of the facility and an introduction to staff  

Workstation  

Specific work dates and times  

Office hours, breaks, and lunches  

Internet  

Using office equipment, i.e. copy machine, phone  

Dress code  

Attendance and punctuality  

 

 

 

 

Orientation Checklist 
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Intern’s Employer Evaluation Sheet 
Student Name: 

Employer Site: 
Did you think the work was a 
valuable experience?  

 

Were you given responsibilities 
that enabled you to learn new 
skills and engage in critical 
thinking?  
 
If yes, please provide 
examples?  

 
 
 

 
 

Did your internship help you 
better understand any 
academic subjects?  
 
If yes, which one(s)? How did 
you learn? 

 
 
 

 
 

How did the organization’s 
supervisor mentor and 
encourage you to gain skills and 
knowledge?  

 
 
 

 
 

What did you learn about the 
industry?  

 
 
 
 

 

Discuss the weak points of your 
internship experience and ways 
they may be improved.  
 
 
 
 

 

Discuss the strong points of 
your internship experience. 
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Did this internship prepare you 
to make a decision on your 
continuing education and/or 
career goals?  
 
If yes, how? 

 
 
 

 
 
 
 

Do you wish to provide any 
other comments? 

 



31       
                                                                                                                                                      

                                                                 

 

2017 

 

Employer’s Intern Evaluation Sheet 
Employer: Internship Supervisor: 

 

Student (Intern) Name: 
How well was the intern 
prepared daily for the 
internship?  
 

 

Can you suggest instructional 
areas that would benefit this 
intern?  
 

 

Please provide examples of 
how the intern applied good 
judgment and had a technical 
competence for the assigned 
tasks.  
 

 

How would you rate the 
intern’s sense of responsibility 
toward his/her projects and 
skills training? (Scale of 1 lowest to 

10 highest) 

 

Please provide some examples 
of a time in which the intern 
worked quickly, thoroughly, 
and efficiently and exhibited 
knowledge of the industry skills 
acquired.  
 

 

What are the intern’s strengths 
and weaknesses when 
interacting with others? 
 

 

Discuss areas in which the 
intern has made significant 
improvement. 
 

 

Do you wish to provide any 
other comments?  
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Internship Memorandum of Understanding 

This form should be completed together by the intern and the immediate supervisor or mentor 

prior to starting the internship. Both parties should agree to the terms outlined. Please note: this 

is not a legal contract. A copy of this form should be given to the intern and the 

supervisor/mentor.  

Student Information Name: ______________________________________________________________  

Address: _____________________________________________________________________________  

Phone: ____________________________Email: _____________________________________________  

Educational Institution: _________________________________________________________________  

Educational Institution Contact: __________________________________________________________  

Internship Information Company Name: ___________________________________________________  

Company Address: _____________________________________________________________________  

Immediate Supervisor: __________________________________________________________________  

Supervisor Phone: ____________________Email: ____________________________________________  

Internship Description Student internship will begin on________________ and end on ______________  

Internship Description: __________________________________________________________________  

Goals to accomplish during internship: _____________________________________________________  

_____________________________________________________________________________________  

_____________________________________________________________________________________  

Skills 2 Careers Student: What do you want to experience or learn during this internship?  

_____________________________________________________________________________________  

_____________________________________________________________________________________  

_____________________________________________________________________________________ 

Employer: List the projects that will be assigned to the intern.  

_____________________________________________________________________________________  

_____________________________________________________________________________________  

_____________________________________________________________________________________  

Intern signature: __________________________________ Date: ________________________________  

Supervisor signature: ________________________________ Date: ______________________________ 
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STUDENT NAME: ______________________________________________________________________ 

GRADE LEVEL: ____________   WORK SCHEDULE: ____________________________________________ 

COMPANY SUPERVISOR: ________________________________________________________________ 

COMPANY NAME & INDUSTRY: __________________________________________________________ 

 

Week ______ 
Monday Tuesday Wednesday Thursday Friday TOTAL 

 
 

     

Week ______ 
Monday Tuesday Wednesday Thursday Friday TOTAL 

 
 

     

Week ______ 
Monday Tuesday Wednesday Thursday Friday TOTAL 

 
 

     

Week ______ 
Monday Tuesday Wednesday Thursday Friday TOTAL 

 
 

     

Week ______ 
Monday Tuesday Wednesday Thursday Friday TOTAL 

 
 

     

Week ______ 
Monday Tuesday Wednesday Thursday Friday TOTAL 

 
 

     

 

 
 

  

Skills 2 Careers Timesheet 
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PURPOSE:  

Students will be required to complete a final Skills 2 Careers capstone project or service presentation for 
the employer and educational institution on the work they have conducted during their internship 
experience. 
 
These capstone projects will summarize their experience and skills gained through the project-based 
learning and hands-on skills training during their after-school internship placements. The students can 
present the projects and/or tasks they were responsible for developing or completing during their 
internship placements.  
 
All students will be asked to explain what they have learned from their Skills 2 Careers internship 
experiences.  

OBJECTIVE: 

Students will learn to be responsible for planning, developing, and executing a final presentation of their 

8–10–week internship experience. The presentations must include: 

• A summary of the internship site: career industry, employer’s name, and the type of work the 

employer does 

• An explanation of how the student was integrated into the employer’s team  

• An overview of the student’s daily activities and responsibilities 

• Presentation of the products or services with which the student became an integral team 

member 

APPROACH: 

Students must complete a final presentation with PowerPoint and can include any additional props 

necessary to convey their overall experience. 

 

 

 

 

Skills 2 Careers Internship 

Project Presentations 
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