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Planning and organising company explorations/ visits 
CHECKLIST for teachers, trainers etc. 

	PRECEDING CONSIDERATIONS
	DETAILS
	✔

	NUMBER of participants and accompanying persons 
	
	

	WHAT are the participants’ learning objectives during the visit? 
	Determining an aspect / focus of the exploration
	

	WHERE can the company exploration take place? 
	Looking for suitable businesses


	

	WHEN should the company exploration take place? 
	Fixing an appointment for the exploration
	

	WHO is the contact person for the company exploration? 
	Who is the company’s contact person? 

Clarification together with contact person: 

Determination of suitable premises for the company visit 

Which machines / places are suitable for demonstration purposes? 

Does it make sense to divide the participants into groups? 

Who leads the exploration? Who presents their field of activity and who is available for questions? 
	

	HOW LONG should the company exploration take?
	Arrival and departure times

Fixating procedure and schedule: introduction, exploration (premises and areas of exploration) as well as a final critical reflection and discussion. 
	

	Calculation of COSTS 
	Who bears the travel costs?
Do costs occur for the company visit? Who bears these costs? 
	

	Liability questions
	
	

	Precautions
	Is safety equipment necessary for the participants? 
	





	IMPLEMENTATION
	DETAILS
	✔

	Presentation of the business and the supervisor / contact person 
	
	

	Presentation of the schedule and the visit’s objectives 
	
	

	If necessary: 
Explanation of precautions and accident prevention measures; handing out safety equipment 
	
	

	If necessary: 
Division into groups
	
	

	Exploring the company
	Protocol “company visit” (WM5) can be filled in during the visit. 
	

	Discussion of open questions
	
	

	Providing further information
	Websites etc. with information on job profiles, the business etc. 
	

	Gathering feedback
	
	













Source:
[bookmark: _GoBack]This checklist was created based on the following guideline for company explorations: 
WKO (2010): Betriebserkundungen. Leitfaden für Betriebe, Lehrer/innen und Schüler/innen. https://www.bic.at/downloads/at/broschueren/betr_erk_web.pdf
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