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TRAINING / INTERN PLACEMENT PLAN TEMPLATE
TEMPLATE INFORMATION
	Template Name
	

	 Alternative Responsible Officer
	Teacher Lounge Representative


SECTION 2: HOST ORGANIZATION INFORMATION – Host Employer to fill in
	Phase Supervisor Name
	

	Phase Site Address
	

	Suite
	

	State
	

	City
	

	Zip Code
	

	Website URL
	

	Employer ID Number (EIN)
	

	Exchange Visitor Hours Per Week – must be 32 hours/week minimum
	

	Stipend? 
	

	Stipend Amount
	

	Stipend Frequency – hourly, weekly, biweekly etc.
	

	Non monetary compensation
	

	Non monetary compensation value
	

	Workers compensation policy?
	

	Workers comp carrier
	

	Does your Workers' Compensation policy cover exchange Visitors?
	

	Number of Full-Time Employees Onsite at Location
	

	Annual Revenue – 0-3Mil, 3-10Mil, 10-25 Mil, 25+ Million
	




Useful tips to fill out the Training Plan:
· Do not duplicate phase information from one to the next (supervisor or cultural activities is okay)
· This is a training program not a work program so the word ‘work’ and ‘job’ are not permitted to be in the plan below
· If there are any training courses included in part of the training these must be provided by you and not a third party
· ‘Intern’ and ‘Trainee’ are not interchangeable, please be specific if you want Interns or Trainees, you can also use the word ‘participant’ to include both
· Interns are currently enrolled or recent grads – 12-month maximum duration
· Trainees have graduated and have one year of related work experience or 5 years related work experience and no degree – 18 month maximum
· The Supervisor should be the person providing the supervision and monitoring the training specific to that phase and they will be the person who must sign this training plan (ex. A direct supervisor, a principal in a school, a department head etc.)







PHASE 1 – we recommend starting with an orientation/onboarding phase
	Site Name
	

	Field
	

	Phase Site Address
	

	Suite
	

	State
	

	City
	

	Phase Name
	Orientation onboarding

	Phase Length (Days) (total plan must add up to full length of training ex. 12 months or 18 months)
	30 days

	Phase Supervisor Name
	

	Description of Trainee/Intern's role for this program or phase

	

	Specific goals and objectives for this program or phase

	

	How specifically will these knowledge, skills, or techniques be taught?  Include specific tasks and activities (Interns) and/ or methodology of training and chronology/syllabus (Trainees).

	

	Please list the names and titles of those who will provide continuous (for example, daily) supervision of the Trainee/Intern, including the primary supervisor.  What are these persons' qualifications to teach the planned learning? Name, title, email, phone and a short bio depicting how they are qualified to provide training

	

	What plans are in place for the Trainee/Intern to participate in cultural activities while in the United States? Please enter one per month of training

	January:
February:
March:
April:
May:
June:
July:
August:
September:
October:
November:
December:

	

	

	What specific knowledge, skills, or techniques will be learned?

	

	How will the Trainee/Intern's acquisition of new skills and competencies be measured?

	

	Additional Phase Remarks (optional)

	





PHASE 2
	Site Name
	

	Field
	

	Phase Site Address
	

	Suite
	

	State
	

	City
	

	Phase Name
	

	Phase Length (Days)
	

	Phase Supervisor
	

	Description of Trainee/Intern's role for this program or phase

	

	Specific goals and objectives for this program or phase

	

	How specifically will these knowledge, skills, or techniques be taught?  Include specific tasks and activities (Interns) and/ or methodology of training and chronology/syllabus (Trainees).

	

	Please list the names and titles of those who will provide continuous (for example, daily) supervision of the Trainee/Intern, including the primary supervisor.  What are these persons' qualifications to teach the planned learning? Name, title, email, phone and a short bio depicting how they are qualified to provide training

	

	What plans are in place for the Trainee/Intern to participate in cultural activities while in the United States?

	

	

	

	What specific knowledge, skills, or techniques will be learned?

	

	How will the Trainee/Intern's acquisition of new skills and competencies be measured?

	

	Additional Phase Remarks (optional)

	





PHASE 3 (if applicable)
	Site Name
	

	Field
	

	Phase Site Address
	

	Suite
	

	State
	

	City
	

	Phase Name
	

	Phase Length (Days)
	

	Phase Supervisor
	

	Description of Trainee/Intern's role for this program or phase

	

	Specific goals and objectives for this program or phase

	

	How specifically will these knowledge, skills, or techniques be taught?  Include specific tasks and activities (Interns) and/ or methodology of training and chronology/syllabus (Trainees).

	

	Please list the names and titles of those who will provide continuous (for example, daily) supervision of the Trainee/Intern, including the primary supervisor.  What are these persons' qualifications to teach the planned learning? Name, title, email, phone and a short bio depicting how they are qualified to provide training

	

	What plans are in place for the Trainee/Intern to participate in cultural activities while in the United States?

	

	

	

	What specific knowledge, skills, or techniques will be learned?

	

	How will the Trainee/Intern's acquisition of new skills and competencies be measured?

	

	Additional Phase Remarks (optional)

	





PHASE 4 (if applicable) 
	Site Name
	

	Field
	

	Phase Site Address
	

	Suite
	

	State
	

	City
	

	Phase Name
	

	Phase Length (Days)
	

	Phase Supervisor
	

	Description of Trainee/Intern's role for this program or phase

	

	Specific goals and objectives for this program or phase

	

	How specifically will these knowledge, skills, or techniques be taught?  Include specific tasks and activities (Interns) and/ or methodology of training and chronology/syllabus (Trainees).

	

	Please list the names and titles of those who will provide continuous (for example, daily) supervision of the Trainee/Intern, including the primary supervisor.  What are these persons' qualifications to teach the planned learning? Name, title, email, phone and a short bio depicting how they are qualified to provide training

	

	What plans are in place for the Trainee/Intern to participate in cultural activities while in the United States?

	

	

	

	What specific knowledge, skills, or techniques will be learned?

	

	How will the Trainee/Intern's acquisition of new skills and competencies be measured?

	

	Additional Phase Remarks (optional)
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