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Job Shadow
Handbook
(Refer to Administrative Procedures 243 Job Shadow)

Job Shadow
Student Checklist

Before Job Shadow Checklist:

_____
Discuss Job Shadowing with your parent(s)/guardian(s)

_____
Talk to your teacher about possible occupations and job sites.

_____
Return all necessary forms prior to date of job shadow:  

____
Job Shadow Parent/Guardian Consent
_____
Review before/during/after job shadow activities.
_____
Complete all before job shadow activities.

_____  Investigate occupation of interest (copy for teacher/copy for portfolio)
_____  Telephone call to employer as discussed with your teacher

_____
Locate pen or pencil and some note paper for day of job shadow.
_____
Appropriate attire planned for day of job shadow.  
During Job Shadow Checklist

_____
Arrive 10-15 minutes early
_____
Meet with your contact person and introduce yourself (shake hands, 
eye contact, smile, etc.)

_____
Practice keen observation skills

_____
Engage in active listening

_____
Project a positive attitude

_____
Ask pertinent questions (some examples are provided)

_____
Stay for agreed upon time.

_____
Verbally thank contact at end of job shadow experience.

After Job Shadow Checklist

____
Student Reflections (copy to teacher and one in portfolio)

____
Thank you note (copy to teacher and send copy to employer)

Before the Job Shadow

Before your job shadow experience, you must become prepared.  Please investigate the occupation of interest, complete all initial tasks, and make phone call to employer as arranged with your teacher.  
A.  Investigation of Occupation:   
Before your job shadow experience, your task is to investigate the occupation of interest and provide evidence as to why you feel a job shadow would be beneficial to you.  (Research may come from various internet sources including Career Cruising, personal experiences, conversations with family/friends, etc.)

Occupation of Interest:  _________________________________

Brief Job Description: 

__________________________________________________________________________  

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________
__________________________________________________________________________ 

Working Conditions:

__________________________________________________________________________  

__________________________________________________________________________

Potential Earnings:

__________________________________________________________________________  

__________________________________________________________________________

Education and/or Training needed:

__________________________________________________________________________  

__________________________________________________________________________

A job shadow would be beneficial to me because….

__________________________________________________________________________  

__________________________________________________________________________

B.  Telephone Script:

Hello, may I please speak with _______________________________?

My name is __________________  I am calling from ________________________ to confirm my job shadow on _______________________.  
(Ask any pertinent questions such as:

· Where should I meet you?  
· Is there anything I can do to prepare for the day in advance of my visit?

· Should I bring my own lunch?

· Other…)

Thank you for this opportunity.  I look forward to meeting you soon.  

Good bye.
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During the Job Shadow

During your job shadow experience, your main duties are to arrive on time, practice keen observation skills, engage in active listening, display a positive attitude, and ask pertinent questions in order to truly gain an understanding of what a job in your chosen occupational field might be like.  Remember, the more you put into this experience, the more you will get out of it.  
Some questions you MIGHT consider asking your supervising employer are:

Q.  Describe a typical day

Q. How did you become interested in this occupation?  Is this what you saw yourself doing when you were my age? 
Q. What school subjects/skills/volunteer experiences, etc. might be useful in this particular occupation?

Q.  What are some aspects of your job you really enjoy?

Q. What are some things about your job you dislike?  
Q. What advice would you have for someone who is seriously considering this field?

Q. What kind of training/skills/education do you feel are necessary for someone to work in a position like yours?

Q. What do you think the employment outlook is like for this occupation?

Q. What do you see yourself doing in the future?  Do you foresee change?

Q.  Other…
After the Job Shadow
After your job shadow experience, your task is to reflect on your experience by answering a few questions and write a thank-you note to your employer.  Please give your reflections to your teacher and have him/her look at your thank-you note prior to sending it.  Hope you enjoyed this experience!
A.  Journal Reflections:

1.  What did you do at your job shadow? 
2.  What did you find most interesting about the job you shadowed?

3.   What did you dislike and/or find boring about the job?

4.  What did you learn about the job that you did not know prior to the experience?

5.  What surprised you most about what you learned/observed at your job shadow?
6.  What did you learn about your future plans based on this experience?  (Are you still interested in this occupation?)
7.  Whether or not your plans have changed, was the job shadow helpful to you?  Explain

Other Comments:    

B.  Thank you note/follow-up:
Please prepare a thank you note thanking your supervising employer for the job shadow experience.  (See below for sample for ideas if necessary – your thank you note can be typed or handwritten.  You may even want to put your good copy on a purchased ‘thank-you’ card or make a card of your own.)   

Return reflections and thank-you note to your teacher by:

_____________________________________________________



Date

Dear Mr./Mrs. __________:

Thank you very much for providing me with such a valuable job shadow experience on (the date of the job shadow).  It was a wonderful opportunity to learn more about you, your job, and your company.  The most interesting thing I discovered was (explain what…) 

Again, I appreciate your willingness to help me with my life/career investigation process.

Sincerely,

(sign your name here)

Job Shadow Employer Evaluation
Thank you for supporting this job shadow opportunity.  Please complete this short evaluation form and return it to the coordinating teacher.  Your input is valued and will be used to reflect on the merit of job shadow opportunities for students:
Please rate the following on a scale of 1 to 5

(1 meaning you strongly disagree…5 meaning you strongly agree)

· The student was well prepared for the job shadow experience.

1
2
3
4
5


· The student was observant.

1
2
3
4
5


· The student asked relevant questions throughout the day

1
2
3
4
5


· The student displayed a positive attitude

1
2
3
4
5


· If proper training is obtained, the student shows potential for a job in this occupational area.
1
2
3
4
5


1.  For a successful job shadowing experience in the future, an employer could:
2.  How could the school better support the job shadow experience?

Additional comments:

Would you be willing to host students again in the future? 




_____
Yes
_____ No
Teacher
____
Set up Job Shadow Experience by contacting potential employers, completing 

various forms, etc. remembering all Job Shadow experiences are to have a 

curriculum connection.
_____
Assist student by explaining Before, During, After Activities

_____
Be sure school, parents, etc. all know of student whereabouts on day of job 
shadow.  Have emergency contact numbers close at hand.
_____
Collect Before/During/After package from student after job shadow.  
_____
Ensure appropriate student documents get included in portfolio.

_____
Administer and collect Employer Evaluation Form (optional but highly useful!)
_____
Keep statistics on job shadow opportunities for the school including name of employer, contact information, date of job shadow experience, file copy of evaluation form, etc.  Be prepared to submit summaries to Career Development Consultant at the end of each school year.
_____
Other:  
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