
 

 

 

 

Phase III: Intake 

Why did you choose this field and this job?

 

 

Have you received an offer letter and an official start date?  

 

 

Where/when is the orientation and training? What questions will you bring? What is the dress code? 

 

 

 

 

Where will you report on the first day of work? What does the commute look like? What time do you 

have to leave to get there on time?  

 

 

What will be your schedule? How does this schedule work with childcare, if applicable? Where can 

your child go if he/she has to stay home sick?  

 

 

 

Which benefits are you eligible for? Which ones do you want to sign up for?   

 Medical/Dental/Vision Insurance 

 Short/Long Term Disability 

 401k or 403b – Retirement Plan 

 T-pass Reimbursement/Discount  

 Direct Deposit Form 

 

Do you have a work permit?   Yes  /   No       If so, when is it scheduled to expire? _______________ 

 

 

What, if anything, has affected your ability to stay in a job in the past?  

 

 

 

Where do you see yourself in 1 year?  In 5 years? How do you define a successful career? What do you 

think it would take to achieve those goals? 

 

 

 

 

What are your financial goals? Are you interested in financial coaching? 

 

 

 

What do you enjoy doing in your free time?  
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Benefits of the Career Development Program 

_____________________________________________________________________________________________ 

 

 

Job Lottery 
Keep in touch with your Career Coach and you will be eligible to earn extra 

money. When you start a new job or you retain your job and stay in touch with 

your coach, you will be entered in the monthly drawing for a $50.00 cash prize.  

 

 
 

 

E-Newsletter  
Our quarterly e-newsletter is a great way to stay up-to-date on good news about 

former classmates, staff and events happening at Career Collaborative!  

 

 

 

Career Development Workshops 
Career Development workshops allow you to continue classroom training even 

after you’ve become employed. We will cover topics that help you resolve 

concerns at work and make career progress.  

 

 

 

Kids Clothes Club 
Every year, Career Collaborative partners with an organization called Kids 

Clothes Club. This partnership allows us to offer FREE brand new winter coats 

for the children of our Career Development participants.  
 

 

 

Winterfest  

Every winter, Career Collaborative hosts a party for all of our participants and 

their families. You and your family can come enjoy free food, games, and 

conversation with classmates, staff and employers. 
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Red Flags  
__________________________________________________________________ 

 
 

Dealing with issues at work can be stressful and difficult to manage. Here are some red flags to 

indicate when you should turn to your Career Coach for help:  
 

 

 

 No one will show you how to perform your responsibilities. In the first week on the job, 

find out who the person is that will answer your questions.  

 You keep to yourself and just do your job.  

 Your supervisor is never around.  

 When your personal life interferes with work, such as childcare or healthcare. Don’t 

bring it into the workplace. Call your coach instead.  

 The job is too easy, there isn’t enough work, or you’re bored. 

 You don’t feel appreciated. 

 You are feeling a lot of stress or anxiety. 

 Your co-worker is bothering you. 

 You are having difficulty adjusting to the workplace culture.  

 You hear about company lay-offs.  

 Your hours are reduced.  

 

 

These situations are a sure sign that it’s time to give your Career Coach a call! 
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Career Development Agreement 

_________________________________________________________________ 
 
 

I, _____________________________________ (participant), agree to:  

 

 

1. demonstrate professional behavior throughout the duration of the program.  ____(initial) 

2. keep open lines of communication about concerns (ex. childcare, housing, transportation, 

feelings of wanting to quit).  ____(initial) 

3. notify my Career Coach by phone or email if I need to be out of touch for a while. ____(initial) 

4. notify my Career Coach of any changes to my contact information. ____ (initial) 

5. report changes at work such as hours, salary, job title, job duties/responsibilities,  

promotions or if I secure a new job.  ____ (initial) 

6. stay in touch with my Career Coach weekly for the first 6 months of employment and bi-

weekly from 7-24 months of employment.  ____(initial)  

 

I prefer to stay in touch by (please check)    A good time to call me would be (please check) 
 

 Telephone ________________  (provider)    Morning 9a-12p 

 Email        Afternoon 12p – 5p 

 Text Message       Evening 5p – 7p 

 Visiting Career Collaborative 

 Meeting for breakfast/lunch 

 

 

________________________________  _________________________________ 

Participant Printed Name    Participant Signature  

 

 

_________________________________  _________________________________ 

Career Coach Printed Name    Career Coach Signature 

 

_________________________________ 

Date 
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