
MASSACHUSETTS GENERAL HOSPITAL 
SUMMER JOBS FOR YOUTH PROGRAM 

TIME-LINE

MONTH   COMPONENT PROCESS
MARCH  
 

SSttuuddeenntt  
RReeccrruuiittmmeenntt  

♦ Meet with PIC Career Specialist to go over time-line and process 
♦ PIC Career Specialist disseminates application and program material to prospective students  
♦ Employer visits school to present summer jobs program to students and facilitate workshop on 

completing new hire paperwork 
♦ PIC Career Specialist reviews students' attendance, grades, teacher recommendations and 

summer availability  
AAPPRRIILL    DDeeppaarrttmmeenntt  

RReeccrruuiittmmeenntt  
  
  
  
  
SSttuuddeenntt  
VVaacccciinnaattiioonnss  

♦ Contact departments who in the past have expressed an interest in working with students 
♦ Contact previous summer jobs program participants 
♦ Advertise program in internal publications, newsletters and e-mail distribution lists 
♦ As departments agree to participate, have them complete a department profile, which serves as 

a confirmation  
 
♦ Mid/end of April, students should begin scheduling doctor appointments for vaccinations  

MAY  CCoonnttiinnuuee  wwiitthh  
DDeeppaarrttmmeenntt  
RReeccrruuiittmmeenntt  
 
 
  
  
WWoorrkksshhooppss  
  
  
NNeeww  HHiirree  
PPaappeerrwwoorrkk  
  
 

♦ Request access to departments' meeting agendas for a brief program pitch (follow-up with an  
      e-mail and department profile attachment) 
♦ Use the Human Resources department as a recruitment tool 
♦ Post flyers in prominent locations 
♦ Set-up table during lunchtime to further promote program. Candy helps! 
 
 
♦ PIC workshops will be presented to applicants in preparation for summer employment (May 

and June) 
 
 
♦ BFT new hire paperwork is due to J4Y office  

 



 
MONTH   COMPONENT PROCESS

JUNE  SSttuuddeenntt  
IInntteerrvviieewwss  &&  
MMaattcchhiinngg    
  
  
  
  
  
  
  
  
SSuuppeerrvviissoorr  
OOrriieennttaattiioonn  
  
  
  
  
SSttuuddeennttss''  
OOccccuuppaattiioonnaall  
HHeeaalltthh  CClleeaarraannccee  
  
  
MMaaiilliinngg  ttoo  
PPaarreennttss  &&  
SSttuuddeennttss 

 

♦ Schedule student interviews at the school or MGH in scheduled blocks  
♦ Provide interviewers with questions to ask students and a rating scale.  This scale is helpful 

when matching students with departments 
♦ Match students with departments based on feedback from interviewers (rating scale) and  

students' profile forms 
♦ Provide students with information on the department in which they will be working 
♦ Inform supervisors of the match and supervisor orientation details  
 
 
 
 
♦ Mandatory Supervisor Orientation in mid-June  
♦ Schedule a morning and afternoon sessions to accommodate everyone's schedules 
 
 
 
♦ Schedule occupational health appointments at worksite, as needed 
 
 
 
 
♦ Mail acceptance letters to students and parents with orientation details 

MASSACHUSETTS GENERAL HOSPITAL 
SUMMER JOBS FOR YOUTH PROGRAM 

TIME-LINE 



JULY  SSttuuddeenntt  
OOrriieennttaattiioonn  &&  tthhee  
FFiirrsstt  DDaayy  ooff  
EEmmppllooyymmeenntt  
  
  
SSttuuddeenntt  
WWoorrkksshhoopp  
  
WWBBLLPP  
  
  
PPoosstt  PPrrooggrraamm  
EEmmppllooyymmeenntt  

♦ Mandatory Student Orientation  
♦ Supervisors meet students at the conclusion of orientation and bring them to department 
♦ First day of Classroom at the Workplace program  
 
 
 
♦ “Show Me the Money” 
 
 
♦ PIC Career Specialist schedules WBLP at the end of July 
 
 
♦ Begin conversations with supervisors at the end of July about the possibility of hiring their 

summer student after completion of program 
AUGUST  OOnnggooiinngg  

EEmmppllooyymmeenntt  
  
  
  
SSttuuddeenntt  
WWoorrkksshhoopp    
  
  
  
PPrrooggrraamm  
CCoommpplleettiioonn  

♦ Continue to follow-up with supervisors, and visit worksites 
♦ PIC Career Specialist schedules 2nd WBLP at the end of August.  Have students complete 

program evaluation as part of the WBLP session  
 
 
♦ “Job Search Millionaire” 
♦ Meet with Bulfinch Temporary Service representatives about securing employment post 

summer jobs. 
 
 
♦ Help coordinate the hiring of students into part-time or full-time positions  
♦ End of summer jobs celebration for students and supervisors 
♦ E-mail program evaluation link 
♦ Send thank you letters and gifts to supervisors 

 


