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Job Shadowing Packet

Table of Contents
1. Timeline- This form is a schedule of the necessary steps required to complete the job shadowing process.
2. Student Responsibilities- This handout explains the expectations of the student during the job shadowing process.
3. Contact Sheet- A guide to help you set up your job shadowing experience.
4. Parental Permission Form- This form confirms the expected location of a student’s job shadowing site and MUST be signed by a parent or guardian before the student will be allowed to job shadow.
5. Teacher Permission Form- This form notifies the teachers that the student will job shadow on the assigned date.  Students are required to collect signatures from all of their teachers prior to the event.
6. Job Shadow Student Evaluation- Form used by the host to evaluate the student’s level of participation.
7. Job Shadow Reflection- Form used after the event to allow the student to reflect on their experiences and provide feedback to their Career/Technology teacher.
8. Host Interview- List of questions used by the student to obtain information about the host’s occupation.

9. Thank You Letter Guide- This form provides guidance on the process of sending a proper thank you letter to the host.
10. Alternate Assignment- Assignment for student’s not participating in the job shadowing event.

Timeline

BEFORE

1. Review this package

2. Arrange the job shadow event

a. Call potential Job Shadow site to get verbal confirmation
b. Complete ALL necessary forms and get signed prior to the event

c. Ask mentor about appropriate dress for the event and what is expected for lunch

d. Thank them for their time!
3. Turn in forms by January 27th.
DURING/DAY OF THE JOB SHADOW EVENT

1. Show up on time – plan to arrive 10 to 15 minutes early.

2. When you arrive – first impressions are important

a. Introduce yourself

b. Shake hands

c. Maintain eye contact

3. Complete Job Shadow Host Interview
4. Thank your host verbally

5. Remember to take lunch money. Your host may or may not provide lunch.

6. Ask your host to fill out the Job Shadow Student Evaluation Sheet. Try to bring it back with you but your host may mail it to:

NAME OF TEACHER
School & Address

AFTER

1. Complete and turn in Job Shadow Reflection Sheet
2. Write your Thank You letter and mail it.

Student Responsibilities
Discipline:

Students participating in a Job Shadow Day are representing YOUR High School and are guests of the host business. Student conduct, dress and behavior need to be appropriate at all times. Students must also honor any additional guidelines such as special safety provisions, identified by the host business. All School rules are in effect. 
Dress:

Students should wear appropriate attire for their specific work site. Students should be aware that certain current styles of dress attire are not appropriate for a Job Shadow Day. It is important to remember that students will be representing YOUR High School in the business community and attire must honor school policy.

Transportation:

Transportation to and from the Job Shadow Site are the responsibility of the student and his/her family.

Parent/Legal Guardian Permission:

Parental or legal guardian permission is required to participate in the job shadow event. Signature on the Field Study Permission Slip and the Parent Notification Sheet indicates permission. The signature also indicates permission to drive or to be driven to the job shadow site.

CONTACT SHEET

GETTING STARTED:

USE THE FOLLOWING SCRIPT WHEN MAKING CONTACT WITH A POTENTIAL JOB SHAWDOW:

Hello, my name is _______________  and I am a student at YOUR High School.  I am calling to see if I can job shadow you.  Is there a convenient time when I may speak with you?

If they are willing; go ahead and arrange the details.  Otherwise, note when they say to call back and CALL BACK.
Write down the details:

Your name: _________________________________

Job shadow Host’s Name: _________________________

Date of Job Shadow: Wednesday, February 2, 2011
Starting Time: _____________________

Finishing Time: _____________________

Job Shadow Site: ____________________________

Site Address: ____________________________________

Phone Number:  ___________________________

Directions to the Site: _______________________________

________________________________________________

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

Transportation Arrangements: _______________________

Remember to say ‘Thank You!’
*Deadline for all forms is January 27th!*




PARENTAL PERMISSION FORM
Job Shadowing is an opportunity for a student to spend one day observing and interviewing a worker in a particular career area that is of special interest to the student.  We are sure you will agree that students today are often unaware of the numerous career options open to them.  Shadowing gives students the opportunity to explore a job in depth to gain this information.

Your child will have the opportunity to spend one day exploring a career of his/her choice at a business site.  He/she will be away from school without school supervision.  Upon return to class, he/she will report on the shadowing experience and will complete a survey form.

If you give your approval, please complete the form below and have your child return it as soon as possible.  The due date for this form is 
January 27th  for students to participate.

	


I give my permission for ________________________ to be out of school for one day observing at an on-the-job work location.  I understand that on that day, I will be responsible for his/her transportation and that any schoolwork missed must be made up as soon as possible.  I hereby agree to assume all responsibility for physical accidents resulting from shadowing or travel to and from the shadowing site without holding the sponsor or any school official responsible for any accident.

Signature: ________________________________ Date: ________   Phone: _________________________

On February 2, 2011, ___________________ will be 

                                        (Student Name)

visiting ___________________ starting at ___ AM until ___ PM.
              (Job Shadow Site)

This will be considered as a regular attended school day.
STUDENT CRITERIA TO JOB SHADOW

1. NO ISS DURING THE CURRENT SEMESTER.

2. NO MORE THAN 5 ABSENCES (AND IN GOOD ACADEMIC STANDING).

3. ALL FORMS TURNED IN BY January 27th.
4. WRITTEN CONSENT FROM ALL CURRENT TEACHERS.

Teacher Notification of Job Shadow
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_________________________ (Student First/Last Name) will be away from school on February 2nd all day. He/She will be taking part in job shadowing at _____________________.

	Block/Class
	Teacher Name
	Teacher Signature

	1st


	
	

	2nd

	
	

	3rd

	
	

	4th

	
	


*Fill in the names of your teachers and have them sign for their block.*

I understand that if I miss any classes and class work job shadowing that I will be required to make up all assignments.

Student Signature __________________________________

STUDENT CRITERIA TO JOB SHADOW

1. NO ISS DURING THE CURRENT SEMESTER.

2. NO MORE THAN 5 ABSENCES (AND IN GOOD ACADEMIC STANDING.

3. ALL FORMS TURNED IN BY January 27th, 2011.
4. WRITTEN CONSENT FROM ALL CURRENT TEACHERS.
Job Shadow Student Evaluation

Student’s Name:_____________________________________________________

Time of arrival:______________________Departure:________________________

Professional’s Name:___________________________Title:___________________

Business Name:______________________________________________________

Address:____________________________________________________________

City: _________________________ State: ________Zip:___________

THE STUDENT:







1.  Confirmed visit prior to job shadowing……………………………….
Yes
No
N/A

2.  Arrived on time……………………………………………………………………
Yes
No
N/A

3.  Introduced him/herself with a handshake………………………….
Yes
No
N/A

4.  Demonstrated good grooming and appropriate attire……….
Yes 
No 
N/A

5.  Spoke clearly and appropriately………………………………………….
Yes
No
N/A

6.  Demonstrated good eye contact…………………………………………
Yes
No 
N/A

7.  Was polite…………………………………………………………………………….
Yes
No
N/A

8.  Showed interest in learning about your career…………………..
Yes 
No 
N/A

9.  Asked appropriate questions throughout the day………………
Yes 
No 
N/A

10. Maintained an appropriate business-like attitude…………….
Yes 
No 
N/A

What skills would you suggest the student improve to ensure work place success?

What did you observe as the strengths of the student that should be encouraged and developed?

What recommendations would you make to the student about coursework or career-related experiences that may benefit them in the future?

What suggestions do you have for improving the job shadow experience for the student and/or the host?

Thank you very much for participating in the Ringgold High School Career/Technology job shadow experience.  Your time and interest are very much appreciated as we work to assist our youth in exploring various careers.  Please return this completed form at your earliest convenience.  The form may be returned with the student, sealed in the envelope provided, or you may mail it to:

TEACHER

SCHOOL & ADDRESS
Job Shadow Reflection 

Student Name: _____________________________Date:___________

Host’s Name: _______________________Title:___________________

Business Name:____________________________________________

Explain three things you learned from this experience:

1.

2.

3.

In your opinion, what personal qualities and specific skills would help someone get promoted in this career?

Which of the skills necessary for the job do you have?

Which of the skills would you need to learn or improve in order to do the job well?

In what ways can you get job related skills while still in high school?  How can you practice workplace behaviors during the school day?

In a paragraph, evaluate what you like 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.

Was your host helpful?  Yes ___  No ___

Did you have enough time or too much time at this site?

Enough ___

Too much ___

Needed more time ___

Would you recommend this site to another student?  Why or why not?

Job Shadow Host Interview
Student Name: ______________________________Date:__________

Host’s Name: _________________________Title:________________

Business Name:___________________________________________
· How did you get interested in this particular career?

· What were the first steps you took to get started on this career path?

· Can you give me a brief job description of your position and duties?

· What are the qualifications and training required for your job?

· What degrees and/or certifications are needed to first enter this field?

· Where did you go to school and would you recommend it?  Are you aware of other schools that provide good training in this field?

· What high school subjects are useful to prepare for this career?

· What types of technology are common to this career field?

· How do you see this job field changing in the next five to ten years?

· What do you consider to be the most rewarding parts of your day and/or your career?

· What do you consider to be the “biggest headache” or most tedious part of your daily job?

· What is the dress code required for your job?

· Do you have to/get to travel in this job?

· What benefits are offered by your employer?

· How many hours a week do you work?

· Is your job stressful?  If yes, in what way?

· What is the salary range for someone in this career field?

· In general, what courses and experiences do you think were most beneficial to you when you were in high school?

· Is there anything you wish you had known about your career choice before entering into this field?

· What would be the most important characteristics you would look for in hiring someone to work in this field?
Thank you letter guide:

Write your letter and prepare the envelope right after completion. It is important to mail the letter immediately. Remember the following:

· Be neat

· Watch spelling

· Begin letter with a sentence that specifically thanks the host for allowing you to spend time at his/her business

· State something specific that you learned or enjoyed during the experience

Remember to use YOUR OWN words and personalize your letter for your situation.

Paragraph 1 – Thank your host for the opportunity to do the job shadow.

Paragraph 2 – Describe some of the things you learned as a result of the job shadow.

Paragraph 3 – Any additional comments you have.

Sample Letter:

October 23, 2010
Host name

Business

Address

City, State, Zip

Dear Mr./Mrs.____________________:

Thank you for giving me the opportunity to job shadow at __________. I realize that this took time away from your regular responsibilities. I am most grateful for the information that you were able to provide me regarding your job as a  _______________.

(Describe some of the things you learned from your shadow experience.)
(Closing remarks).  Again, thank you for allowing me to observe you and ask questions that will help me in planning for my post-secondary education and future career.
Sincerely,

Your Name

Alternative Job Shadow Assignment

You must interview five people and ask them the following questions regarding their career choice:

1. Name of the person being interviewed

2. Company name

3. Position or job title

4. Educational requirements of their career

5. Salary range

6. Benefits offered by their employer

7. Approximate number of hours they work in a week

8. Three positive aspects of their career choice

9. Three negative aspects of their career choice

10.What advice would they give someone interested in this career?

After you complete your interviews, compile the information you obtained into a ½ to 1 page report on each person you interviewed.    

Report Requirements:

1. Five interviews

2. Typed using a basic font (ex. Times New Roman, Arial, etc.)

3. Font size 12
4. 1.5 or double spaced
5. Correct paragraph form

6. Edit for grammatical and spelling errors

7. Attach handwritten interviews to your report
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