
Toolkit Resource Checklist 

Documents Directions Files/Links 
Industry Partner Recruitment 
(8 weeks prior) 

Identify potential partners in your regions 
Contact partners  

Send email 

• Sample Email

• Sample Flyer

Industry Partner Meeting 
(7 weeks prior) 

Schedule a Zoom meeting with partner 
Review discussion points 

Go through & help complete the Industry Form 

• Discussion Points

• Sample Survey Monkey Industry Form

• Sample Google Industry Form

Student Application 
(7 weeks prior) 

Create student application from • Sample Survey Monkey Application

• Sample # 1 Google Application

• Sample # 2 Google Application

Student Recruitment 
(6 weeks prior) 

Share flyer & session details with students • Sample Student Recruitment Flyer

• Sample Session Details Template

Student Application Screening 
(6 weeks prior) 

Monitor for submission and participation 
Screen applications to identify participants 

Student Correspondence 
(4 weeks prior) 

Send acceptance/denials emails to students • Student Email Samples

Student Registration 
(3-4 weeks prior) 

Send selected students registration link • Sample Student Registration Form #1

• Sample Student Registration Form #2

Release Forms  
(2-3 weeks prior) 

Send release forms to students • Sample Permission Slip

• Sample Release Waiver

Industry Partner Session Support 
(2-3 weeks prior) 

Guide industry partner to build session 

Email session details 

• Suggested Session Planning Tips

• Sample Email

Student Feedback 
(2 days after) 

Email students • Sample Email

Student Recognition 
(3-5 days after) 

Create badges at www.badgr.com 
o Set up a free account
o Go to “Create Issuer” and set up your

organization as the issuer
o Under “Issuer,” click on “Create Badge”
o Complete the:

General Information 
Earning Criteria 
Alignment 

o Click on “Create Badge”
o Click on “Award Badge”

Enter email address of recipients 
 Click “Award Badge” 

Notify students 

• Sample Digital Badge Email

Partner Appreciation 
(5-7 days after) 

Send “Thank You” note • Sample “Thank You”

https://4.files.edl.io/cc78/11/18/20/233450-443b81b2-fc84-436f-9215-85a0759c2886.pdf
https://4.files.edl.io/3685/12/03/20/233028-629798cb-e6e6-445d-912a-02b2b4c97e24.pdf
https://4.files.edl.io/c2ac/11/18/20/233451-1ac48cbc-4a2f-43ce-b821-588b4593dc70.pdf
https://4.files.edl.io/a329/12/02/20/231842-d9a6ae7c-68f6-4097-bafb-67158c8e64b3.pdf
https://4.files.edl.io/8143/11/24/20/224517-e9a77f7d-446f-41f5-813e-ae02e3c63499.pdf
https://4.files.edl.io/e72f/11/18/20/233451-6c4ec89e-8975-46d4-9612-4a7ca11ebcfb.pdf
https://4.files.edl.io/f88c/11/25/20/001446-bfcbd790-afbc-4942-a084-b9896ca70f7f.pdf
https://4.files.edl.io/f95c/11/25/20/222748-35dc2cff-78ad-4c1b-a074-d5e98f9d5676.pdf
https://4.files.edl.io/7e28/12/03/20/234819-679878d2-0afd-4c8b-b1ae-72144ec83b3f.pdf
https://4.files.edl.io/d134/11/18/20/233450-396fcb4f-36e5-408b-8eb2-094771ff5dbd.pdf
https://4.files.edl.io/e35d/12/03/20/234113-fc9747b3-2129-42f9-a2a6-bb67af8d8192.pdf
https://4.files.edl.io/6e06/12/04/20/225353-16672cbe-216a-416d-9e13-e8f7e4f96acd.pdf
https://4.files.edl.io/2300/12/03/20/001549-d354cab3-3056-4056-bbdd-a419c5c745db.pdf
https://4.files.edl.io/e30b/12/04/20/022152-71d2c884-3f21-4d3e-bbc5-0b02c16178cd.pdf
https://spark.adobe.com/video/JmFy8EDQZLrhO
https://docs.google.com/forms/d/1pRPIerSDI_40f2vQR_yR0W4nmdkb2PSQLpCMS5S3prI/copy?usp=sharing
https://docs.google.com/forms/d/1y4xdl92AM5yYOybpcu9Ifpn7EVKexvGrarqrSzHrU90/copy?usp=sharing6ngH4W6SG6u1J6Eg/viewform?usp=sf_link
https://docs.google.com/forms/d/1TbjSkclujyMH-GSLfM8tjW0x6agtlo3PFAE01_BRGtM/viewform?edit_requested=true
https://sbcss.k12oms.org/27-193914
https://docs.google.com/forms/d/13FHC7E-qt2vt4XL--V5byH-Q9ty1Nj7Ly_ZbxZurqXg/copy?usp=sharing



