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Job Shadow

Student Packet

Student’s Name and Signature_______________________________

Teacher/Advisor Signature__________________________________
Parent/Guardian Signature__________________________________

Date__________________________

What is a Job Shadow?

A job shadow is a learning experience that takes place at a business or organization in your community. 

Why are Job Shadows important to me?
Job shadows give you a chance to:

· Begin to identify career interests by observing the daily routine of workers.
· Learn about the academic, technical, and personal skills required by particular jobs.
· Understand the connection between school, work, and your goals for the future.
· Develop the skills required to secure future employment.
What can I expect on Job Shadow day?

· See how the knowledge I am gaining in school is used on the job.
· See people’s job duties and responsibilities.
· Understand the skills and education that I need to get a good job.
· Learn what employees receive besides a paycheck.
· Find out more about the workplace I am visiting.
· Explore some new career ideas for myself.
Job Shadow Requirements

· Your experience must consist of a minimum of three hours, and may be up to six hours

· Make the contact! This is your opportunity to connect with your community and should not be done with another student unless approved by your teacher or advisor prior to the job shadow.  Teachers are not responsible for making job shadow contacts.
· Complete entire process and turn assignments in on time and in a professional format.

[image: image1.wmf][image: image3.wmf]Before contacting the employer, make sure that you have the person’s full name. In addition, make sure that you contact them at a convenient time. For example, do not call a restaurant during meal hours.

1.  Introduce yourself, your school, and your purpose for calling.

Hello, is ________________________ (the manager) available please?  

Hi my name is ____________________. 

I am a student at (name of school) and would be interested in job shadowing at your company.  

I would like to do a job shadow that would give me the opportunity to spend three to six hours in your business setting.  I would like to observe your workplace and interview a worker to learn more about this occupation. This will help me make informed decisions for my future.

Do you think you can help me?  (Yes)  (No)

*If not, do you know of someone in your field that may be willing to assist me with this project?
Would it be possible to schedule my job shadow the week of ___________________________?

I would like to come in for 3 to 6 hours. What time would work best for you?

Common Time Ranges include (Go with the time that they suggest. If they ask you for a suggestion, then use one below):

Half Day: 8 AM-11 AM; 9 AM-12 AM; 1 PM-4 PM. Full Day: 8 AM-3 PM; 9 AM-4 PM

** Remember they are doing you a favor; try your hardest to work around their schedule!
2.  Make sure that you have the following information before you hang up.

Date of the job shadow: 









 

Beginning and ending times of the job shadow: 







Name of the business you are shadowing:  








Name of the adult(s) being observed and their title(s): 






Address of the job shadow:  










Phone and email address: 










What is your dress code? 










**Be prepared to answer questions about yourself, your experience and why you have chosen this career. 
Job Shadow Registration Form

Complete all information and turn in to your teacher/advisor BEFORE going to your job shadow site.

Please attach the Parent Permission form completed and signed by your parent or guardian. 
Name: 






Teacher/Advisor:
Bunnell/Bollinger


Career Pathway: 




 

Grade:






Job Shadow Site:

Contact: 







 Title:







Business/Organization:












Address: 














Phone:







Email:







Directions to Site: 













Scheduled date of job shadow:











Start time:






End time: 






Meal plans: 














Transportation Arrangements: 










Special Instructions (dress code, safety gear, etc.): 









[image: image4.wmf]

PARENT PERMISSION FORM

Alpine Academy
Career and Technical Education
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Work Site Learning Informed Consent

            Non-Paid Job Shadow Experience

Student Name 




                  
 Date of Birth 
       
 Age 
       Male           Female         


Pathway:
 FORMCHECKBOX 
  Arts & Communications   FORMCHECKBOX 
  Business & Marketing   FORMCHECKBOX 
  Engineering & Technology   FORMCHECKBOX 
  Health & Human Services 

 FORMCHECKBOX 
  Science & Natural Resources

School 






 Grade Level 

 Home Phone 




Date 





All parties agree:  

· That this is a non-paid position and the student may perform work-related activities.

· School personnel may not be present when a student is on-site.

Teacher 
Bunnell/Bollinger




 Phone 
775-356-1166


 Ext. 


In case of a Medical Emergency:

Parent/Guardian 







 Day Phone 

 Evening Phone 



Other Emergency Contact 








 Phone 







                 Please identify by name and relationship (relative/friend)

Doctor’s Name 









 Phone 




List any Medications or Allergies:  












List any physical or mental impairment that substantially limits one or more major life activities, such as walking or learning and requires accommodations:
Medical Insurance/Carrier 





 Policyholder 







 FORMCHECKBOX 
 Group/Subscriber # 




  FORMCHECKBOX 
 State Medical Coupon/Award # 






Student Transportation:   FORMCHECKBOX 
  Provide own transportation   FORMCHECKBOX 
  Parent/Guardian   FORMCHECKBOX 
  Public Transportation   FORMCHECKBOX 
  Walk   FORMCHECKBOX 
  School District  

Signatures:
Parental consent to release information to work site representative.



Authorization for emergency medical treatment and permission for the student to participate in the activity.

Student Signature



Date

Parent/Guardian Signature


Date
(This form to be on file at student’s home school.  Student will take copy to job site.)

Required documentation!

Upon completion, place in your Personal Portfolio
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Interview your job shadow host using the questions below. Write your host’s responses in the space provided. You may include questions based on your research, either confirming information gathered or enhancing information. Stay away from personal issues, including salary.

1. How would you describe a typical day at your job?

2. What do you like most about your work?

3. If you could change something about your work, what would it be?

4. In what way are the following work habits important for this job?

· Following directions:  





















· Being accurate:  























· Participating as a team member:  




















· Working independently:  
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5. Where did you go to school and would you recommend it? Are you aware of other schools that provide good training in this field?
6. How has technology affected this job?

7. How do you think this job will change in the next five years?  The next ten years?

8. What skills and training do you need for this job?

9. What advice would you give to a high school student interested in this profession?

10. What are your job responsibilities?

Additional Information or Comments:









Required documentation!

Upon completion, place in your Personal Portfolio
Observation Worksheet
Check the skills observed during your job shadow and describe the tasks or duties your job shadow host was completing as part of his or her work. Identify a minimum of seven (7) skills.   
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	· Organizing
	

	· Planning
	

	· Making decisions
	

	· Thinking creatively
	

	· Analyzing problems
	

	· Reading
	

	· Writing
	

	· Math
	

	· Science
	

	· Art
	

	· Technology
	

	· Speaking
	

	· Listening
	

	· Cooperating with others
	

	· Customer Service
	


Additional Observations:

_________________________________________________________________________________

_________________________________________________________________________________
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Job Shadow Reflection Form

Student Name: 







Date:



Teacher/Advisor:

Bunnell/Bollinger



Period:




Name of Person Job Shadowed:





Title:


 

Business Name:







Phone: 


Use complete sentences to respond to the following items.  Attach paper if necessary.

Explain three things you learned from this experience:

1.

2.

3.

In a paragraph, evaluate what you liked most about the job you observed.  Provide three examples to support your evaluation:

Decide whether you agree or disagree with the following statement:  “Certain elements of the job shadow experience surprised me.”  In a paragraph, support your position with two examples from your experience.

Explain why you would or would not like this job.  Provide two examples to support your conclusion.

Checklist:

· Thank you letter written to job shadow host

· Observation Worksheet completed

· Interview worksheet completed

· Job Shadow Reflection form completed

· Job Shadow Guidelines & Checklist completed

Student Signature _____________________________________________Date:______________

Teacher Signature 







Date:




Parent Signature_______________________________________________Date:______________
Required documentation!

Upon completion, place in your Personal Portfolio


Proper behavior at the workplace:

Be reliable and prompt
Be honest

Have a positive attitude – be friendly, courteous, polite, and cooperative with workers and clients

Notify the appropriate supervisor (your job shadow host) if you are going to be late or absent

If you do not understand something, ask questions or ask for help 

Grooming

Students are expected to be well groomed and to wear appropriate attire for most business/industry programs. Please refer to your student handbook for appropriate dress guidelines for school.  Make sure to ask employers about their dress code, refer to information received during phone call and recorded on your Job Shadow Registration Form.

All

· Be reliable and prompt 

· Clean hair, neatly styled; teeth and nails clean

· Freshly showered/bathed 

· Appropriate jewelry

· Light fragrance, if at all

·   No hats

·   Remove alternative ear and body piercing

·   Follow company dress code

Men

· Dress shirt and tie

· Dress slacks (no blue denim)

Women

· Skirts, dresses or dress slacks (no blue denim)

· Appropriate skirt/dress length

· No exposed midriff, back, or shoulders.

· No low cut or revealing attire.

· No shorts 









4” X 6” Postcard
Sample Thank You Letter

Street Address

City, State, Zip

Phone

September 20, 2001

Mr. Jerry Lewis

Omega Engineering

110 S. 135th Street

Tacoma, Washington 98444

Dear Mr. Lewis:

Introduction Paragraph:  Thank your host for the opportunity to do the job shadow.

Thank you for allowing me to job shadow you last Thursday.  I truly enjoyed myself and learned a lot about being a civil engineer.  Everyone in your office, and in the field, was very helpful and friendly.  

Body Paragraph:  Describe some of the things you learned as a result of the job shadow and the effect it has had on your future goals and/or career and educational plans.

I learned so much about the field of engineering, I never knew there were so many kinds of engineers:  civil, architectural, structural, electrical, mechanical!  I especially enjoyed designing trusses using the

computer. I never would have known house trusses could be so fun!  This experience has opened up a lot of options for me to consider as I plan my future. 

Conclusion Paragraph:  Add any additional comments you have and thank them again for the opportunity.

As we discussed, I would be very interested in working with your company on any special projects, as an intern or part-time employment in the summer.  Thank you for spending time with me and helping me learn more about my options.  

Sincerely,

Sign name here!

Type your first and last name here.

**This is a sample letter.  Do not use the same text.
Required documentation!

Upon completion, place in your Personal Portfolio
Job Shadow Guidelines & Check List

Student Name: _______________________ Teacher/Advisor Name: ______________________ 

Career Pathway (Check One):


(Arts & Communications 

(Business & Marketing 

(Engineering & Technology
(Health & Human Services 

(Science & Natural Resources

STEP ONE:  RESEARCH


  1.  Complete at least one interest assessment and save it to your electronic portfolio.

  2.
 Research two (2) careers using NCIS / The Nevada Career Information System and save to your electronic portfolio
STEP TWO:  PREPARE FOR THE JOB SHADOW VISIT


  1. Call prospective job shadow host, arrange appointment (exact time, date, and location).  If 


organization is unable to accommodate you, ask for other leads.


  2. Complete the following forms and return to your teacher or career specialist before your job shadow.





____ Job Shadow Registration Form   






____ Parent Permission Form
      



  3.  Complete confirmation postcard and mail to your job shadow host.


  4. Take parent permission form, interview worksheet, observation worksheet and notebook to the job shadow to record findings.

sTEP THREE:  cOMPLETING THE JOB SHADOW EXPERIENCE


 1.  Write a thank you letter to your job shadow host.


 2.  Complete Observation Worksheet describing the skills you observed in this career. 


 3.  Complete Interview Worksheet with responses from your job shadow host.


 4.  Complete the Job Shadow Reflection Form.


 5. Turn in final forms to your teacher/advisor to receive completion certificate.





 Completed Observation Worksheet





 Completed Interview Worksheet





 Completed Job Shadow Reflection Form





 Completed and Signed Job Shadow Guidelines & Check List





 Completed thank you letter
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Making the Contact








Required documentation!


Upon completion, place in your Personal Portfolio





Questions to ask during a job shadow
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Required documentation!


Upon completion, place in your Personal Portfolio





Example:


Organizing – Construction foreman coordinates delivery of concrete and other supplies





Required documentation!


Upon completion, place in your Personal Portfolio
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Tips for success in the workplace








Guidelines for addressing envelopes and postcards for business correspondence 
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U.S. Postage Stamp





Your first and last name


Address


City, State and zip





Mr. or Ms. First and Last name


Employer/Company


Address


City, State and Zip





No. 10 Business Envelope











Typed or neatly printed





Size 12 font or in black ink





Words such as street, lane, avenue, drive should be spelled out





City, State and Zip – example: Puyallup, WA  98373 – the comma is after the city and WA is the correct abbreviation for Washington.  There is no punctuation after the state only a space and the zip code.





U.S. Postage Stamp





Your first and last name


Address


City, State and zip








Mr. or Ms. First and Last name


Employer/Company


Address


City, State and Zip
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