Dear _____________,

Thank you so much for agreeing to work with ________________ as a mentor in our Workplace Learning Experience program (WLE).

Attached you'll find the "mentor handbook" with all the information you need about our "WLE program.

The purpose of this email is to let you know of the next steps.  My name is _________________, and I'm the teacher at Impact Academy who will be your primary contact.  I will also be visiting you and your intern once or twice in the the Spring, and assisting you both with the development and execution of the final project.

My email is:

My phone number is:

Next Steps:

1.  please email me a short "job description" of what activities your intern will likely do, as well as what type of company you work for. (2-3 sentences)

2. Wed Jan 6th is job shadow day. The student will be released from school to come visit you and shadow you for the day. It's like a trial run for the actual internship.  Stay tuned for more info!

Below is the info I have for you.  If the address/phone where you and your intern will be working is different, please update me with the correct information.  It's important that I have the correct information so when Scott's teacher visits, he'll know where to find you!

(Put the info here)

I look forward to meeting you. Thank you so much for dedicating your time and energy to being a mentor.  These experiences really do get our students ready for success in college and the workplace.

Sincerely,

