JOB SHADOWING

MANUAL


[image: image1]

TABLE OF CONTENTS

I.
INTRODUCTION







2 - 3
II.
IDENTIFYING WILLING EMPLOYER PARTICIPANTS


4 – 5

III.
MARKETING THE PROGRAM TO EMPLOYERS



6 – 7

IV.
PREPARING EMPLOYERS






8 – 10



SAMPLE FORMS AND LETTERS PERTAINING TO EMPLOYER PARTICIPATION

BUSINESS/INDUSTRY INFORMATION SHEET



11

EMPLOYER PARTICIPATION FORM




12

EMPLOYER OVERVIEW






13 – 14

HOST’S JOB SHADOW AGREEMENT




15

TEACHER’S PRE-JOB SHADOW THANK YOU



16 – 17

EMPLOYER EVALUATION






18 – 19

TEACHER’S POST-JOB SHADOW THANK YOU LETTER

20
V.
PREPARING STUDENTS






21 – 23


SAMPLE FORMS AND LETTERS PERTAINING TO THE PREPARATION OF


STUDENTS AND PARENTS FOR JOB SHADOWING EXPERIENCE


STUDENT CHECKLIST






24 – 25

STUDENT RULES FOR JOB SHADOWING PROGRAM


26

STUDENT PHONE SCRIPT






27

EXAMPLE LETTER TO PARENTS





28

PARENT/GUARDIAN AUTHORIZATION




29 – 30

CLASSROOM TEACHER PERMISSION SLIP



31

STUDENT QUESTIONS FOR EMPLOYERS



32 – 34
VI.
SUGGESTED FOLLOW-UP ACTIVITIES




35


SAMPLE FOLLOW-UP FORMS








STUDENT REFLECTION SHEET





36 – 37


STUDENT THANK YOU LETTER





38

APPENDIX A
SUMMARIES OF SEVERAL ARKANSAS JOB SHADOWING PROGRAMS
INTRODUCTION
It is the hope of the education community that all students will eventually be employed in jobs that are both economically and personally satisfying.  It is the mission of Career Orientation and Workplace Readiness classes to inform and prepare young people for their future employment.  In order to create relevant career training for students, these classes must incorporate job shadowing activities along with field trips, and information provided by resource speakers.  It is through the combination of these resources that career exploration classes take on real meaning.
Job shadowing is one of the most effective ways for students to gather information about careers.  By spending on-the-job time with persons employed in careers which interest them, students can gain first-hand knowledge about the daily routine, skills and educational requirements of those jobs.  The process often helps students focus their education and job training efforts on careers which closely fit their personalities, educational accomplishments and life style goals.  In addition, the process can help them avoid careers which, on the surface appear appealing, but on closer inspection do not match their expectations.

Job shadowing experiences should reflect diversity – a variety of ethnicities, both genders, and a range of both traditional and nontraditional.  Students feel more enthusiasm for trying something new when they see someone like themselves as a leader.  Students need to be assured that work-based learning experiences will provide for their safety and be free of intimidation.  Educators and employers working together to create climates that are special for learning will meet this need.
Students who participate in job shadowing should be better able to define their interests and abilities, determine occupations related to their preferences, and develop plans for entering their preferred career areas.  For this reason shadowing activities should become an integral part of the district’s career counseling and preparation efforts.  Students, counselors, parents/guardians, and teachers can use the information obtained during the shadowing to assist the student in identifying appropriate career goals, as well as academic and skills training needs.
JOB SHADOWING
DEFINITION OF JOB SHADOWING
Job shadowing is a competency-based career exploration experience which occurs at a work site but is not tied to the classroom by specific curriculum.  Unlike field trips where students are restricted to simple observation, job shadowing activities require students to actively participate in the learning process.  In order to best utilize the shadowing experience, teachers must prepare students for the job shadowing experience and conduct classroom exercises following the job shadow.  These exercises must be designed to help the students connect their job shadowing experience to their course work.  The goal is to relate the job shadowing visits directly to career pathways, related skills requirements, all aspects of industry, and post-secondary education options.

Each student’s first job shadowing experience should be in something in which she or he is already interested.  But successive ones should be increasingly random so that the students get exposure to a broad variety of worksites.  When students are offered diverse options they begin to see themselves in some options, and stretch to imagine themselves in other options.

Following are basic practices which apply to all successful job shadowing experiences:
· length – from four hours to eight hours per student
· schedule – may be achieved in one hour increments over a period of one week or can be accomplished over a weekend, during or after school
· mission – provides a realistic view of a specific job that interests the student
· allows student to observe employees on the job
· allows student time to ask questions
· requires students to complete related class assignment prior to job shadowing and as follow-up to job shadowing experience
Getting Your Ducks In a Row
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IDENTIFYING WILLING EMPLOYER PARTICIPANTS
The first step in establishing a shadowing experience is finding employers who are willing to participate in a shadowing activity.  Some businesses are more likely than others to participate in a job shadowing program.  Interest forms may be mailed to different employers within the community to establish a pool of possible shadow sites.  Students may also identify possible sites on their own or with the help of parents.  (See page 11, sample Business/Industry Information sheet and page 12, Sample Employer Participation Form).  The following criteria can help you focus your initial recruitment efforts on those employers most likely to become involved.
· Prior involvement in school-business partnerships – Employers who serve on vocational education advisory boards, school-business partnerships, Workforce Education consortium boards, or district or city wide education reform committees may be inclined to participate, particularly if their experiences have been positive.

· Contact all of the vocational instructors to get lists of their current and past advisory committee members.
· Talk to members of the school’s administration to find out additional businesses who have participated in some form of school-business partnership.

· Contact the local educational co-op to get more information about local employers who have assisted the schools in some way.

· Tradition of leadership in community affairs – Banks, hospitals and public utilities are typically interested in positive public image and are generally responsive to educational needs within the community.  Business leaders with a history of public service and community leadership can also be powerful allies.

· Allowing teachers to job shadow – Teachers should be encouraged to participate in job shadowing experiences themselves.  This experience will help teachers understand what business and industry are looking for in employees.  Employers who allow teachers to job shadow will be good candidates for participation in a student job shadowing program.
· Commitment to being a “learning organization” – Firms that invest in the development of their worker’s skills are more likely to have the vision and organizational capacity to provide quality work site learning experiences for young people.  Indicators of this kind of commitment include basic skills and English as a second language program, quality management programs and tuition reimbursement plans.

· Contact your local Adult Education center or post-secondary educational institution to find out what companies sponsor basic skills classes for their employees.

· Contact the Industrial Coordinator closest to you for a list of companies which participate in skills development programs for their employees.
· Contact the county office of the Department of Human Services and the local Private Industry Council for assistance in locating businesses which promote skills development among their workers.

· Industry areas which employ large or increasing numbers of employees – Companies that are growing, and those that are not currently hiring but can articulate a three to five year hiring strategy to meet their long-term goals, can see the need to build their labor supply.
· Contact your local Chamber of Commerce for assistance in identifying these companies.

· Contact the Arkansas Industrial Development Commission to identify industries which employ large or increasing numbers of employees.

· Firms and organizations experiencing labor shortages – Firms experiencing high retirement rates and/or lack of entry-level workers may see immediate need for job shadowing programs.
· [image: image6.wmf]Friendly competition with firms in the same industry – One firm’s participation can encourage others to jump on board.  The perception that a rival may gain prestige, publicity, community approval, or access to labor can be a powerful motivator.

Additional Sources for Identifying and Targeting Employers       
Employment Security Division



Private employment agencies

Non-profit organizations





Churches

Chambers of Commerce





Alumni

Professional organizations and associations


Want ads

Civic organizations






JTPA

Working parents of students




Telephone book

Federal agencies list





Conferences

Business name lists from the




Friends and associates

Small business development centers

MARKETING THE PROGRAM TO EMPLOYERS

A job shadowing program requires employers to play a significant role in designing and providing work based learning opportunities for students.  To recruit active employers, teachers/coordinators must identify factors which motivate employers to commit their time and energy to the program.  It is important that the teachers/coordinators make it as easy as possible for employers to get involved.  Following are some suggestions and information which can help teachers develop positive relationships with employers.

Basic strategies for recruiting employers include:

· Building a genuine partnership – Involve employers early in the program planning so that they have significant responsibility and a sense of ownership.  Employers will have a greater interest in becoming involved and maintaining their support if they feel that it is their program too.
· Connect with businesses through teachers’ job shadows – Enthusiasm is catching.  Demonstrate your commitment to the project by volunteering to shadow jobs at various businesses.  In addition to promoting confidence in the program among business/industry, you will learn more about the jobs that are available for future job shadow placements for your students.

· Using business leaders to recruit their peers – Peers have the best chance of convincing employers of the value of participation.  CEOs and other top managers can gain access to and command the respect of the leaders of other firms with whom they share common concerns and expectations.
· Anticipating and being prepared to answer employer concerns – Employers want to hear clear, concise answers to their questions and concerns about program administration, design, costs and benefits.  Employers who have had mixed results with previous school-business partnerships will be particularly concerned about how the job shadowing program can be structured for success.

· Highlighting specific benefits to employers – The message to employers should emphasize the short and long term benefits of participation.  Emphasis should be placed on broad labor market trends such as aging of the existing workforce, rapid technological change, the demand for new skills, the high costs of recruitment, and the decline of traditional training pipelines as well as the individual firm’s civic profile.

· Clarifying the expected roles and responsibilities of employers – Job shadowing programs require employers to commit time, staff and sometimes money.  From the onset it is essential to make clear the appropriate roles and responsibilities which the employers have to the program’s goals and basic design.  Employers will be more willing to become involved if they know up-front what is being expected of them.  (See page 13, sample Employer Overview; See page 15, sample Mentor’s Job Shadow Agreement; See page 16, sample Teacher’s Pre-Job Shadow Thank You.)

· Enlist upper-level management to sell the program – Secure CEO endorsement and enlist human resource development staff to make a presentation to department supervisors.  This will send the message that the program is valued and integrated with the company’s overall human resources strategy.
· Reward hosts for their participation – Formally recognize participation in the program through newsletters, lunch table presentations, seminars, newspaper articles, certificates and/or personal “thank you” letters.  (See page 20, sample Teacher’s Post-Job Shadowing Thank You; See page 16, sample Employer Appreciation Certificate; See page 41, sample Student’s Thank You.)

PREPARING EMPLOYERS
Employers must be thoroughly prepared to sponsor the job shadowing experience.  Make sure that employers are aware of everything that they are expected to do as a job shadow sponsor.  Following are suggested activities for teachers/coordinators to use in preparing employers and employees who will act as hosts for the students.

An Overview of the Job Shadow Program

Many employers will not be familiar with the job shadowing process.  Therefore, it is the responsibility of the teacher/coordinator to inform prospective employer participants about the program and its purpose.  This will help employers understand the importance of the program and the special role which they play in making the experience successful for students.  (See page 13, sample Employer Overview.)

Host’s Obligation
The teacher/coordinator should provide information to assist the employer in choosing an appropriate job site mentor.  It will be necessary to emphasize the importance of selecting someone who is not only proficient in their job but also tolerant with young people.  The teacher/coordinator should know who the employer has chosen as a mentor at least one week prior to the job shadow.  (See page 15, sample Mentor’s Job Shadow Agreement; See page 16, sample Teacher’s Pre-Job Shadow Thank You Letter.)
Encourage and provide technical support to employers to enhance their future choices of qualified employees by offering mentoring programs that encourage and support females.  While there is disturbing research demonstrating that females are not selected to participate in activities and training that would prepare them for technical careers, we can create tools to help reverse that trend.  Employers are critical players in informed career preparation, and a powerful component of that preparation is on-site experience and mentoring.

An Overview of Legal Responsibilities
Although the job shadow is less complicated legally than other work based learning activities, both the school and the job shadow employer should be aware of the legal issues which do apply.  These may vary according to situation.  However, if the school obtains the appropriate release forms from parents, the school should not be liable for the student’s safety while at the job shadow work site.  If parents provide transportation, the school should not be held liable for accidents occurring between the school and worksite.  Because the students will not participate in the production of a product or service they should be treated as visitors by the employer.  As a result, accidents should be covered by the businesses visitor protection

insurance.  Teacher/coordinators should clear this at the local level prior to implementing a job shadow program.
Instructions for working with young people
Many professionals are unaccustomed to the unique challenge of communicating and working with young people.  Mentors should be briefed on the characteristics of the age group and reminded that some students may have unrealistic expectations regarding the workplace.  Mentors should be encouraged to provide the student(s) with as many active learning experiences as possible.

It is critical to provide training and print materials to prospective mentors who develop their sensitivities and strategies to support all students in their learning and to expand students’ horizons, not limit them.



Activity Suggestions
· The employers/mentors can conduct mock interviews as a means of making the experience realistic for students.
· Mentors should try to give students an accurate representation of the day-to-day activities of the work site by following their normal routines as much as possible.

· Mentors should emphasize and demonstrate the ways in which mathematics, language, science, writing, listening, teamwork and interpersonal skills are used in the workplace.

Employer Evaluation Materials
Employer response to the job shadow program is essential for maintaining a successful program.  Employers should be provided forms on which they can record evaluation information about the student’s participation, as well as the program itself.  (See page 18, sample Employer Evaluation.)

· Employer Checklist

Employers will probably find a checklist very useful.  Checklist items might include:

· arranging parking;
· assigning mentors to individual students;
· preparing to interview students;
· collecting company brochures to give to students; and
· informing other members of the organization about impending activities.
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· Teacher’s Employer Preparation Checklist
· Employers receive a thorough overview of legal responsibilities
· Employers receive Pre-Job Shadowing Thank You Letter from the teacher
· Individual mentors are briefed about possible attitudes and expectations which some students may have regarding the workplace
· Employers receive suggestions about possible activities to create active learning experiences for the students
· Employers receive emergency information and contact numbers for students
· Employers receive instruction and forms for recording evaluation information about each student participating in a job shadow at their place of business
SAMPLE BUSINESS/INDUSTRY INFORMATION SHEET

Business Data
a. Business/Industry Name:____________________________________________

b. Name & Title of Person Completing Survey:_____________________________

c. Number of years business has been in operation:_________________________

d. Number of full time employees:_______________________________________

e. Number of part time employees:______________________________________
f. Check off any of the following occupations that are found in your business:

	_____Administrative

_____Clerical

_____Bookkeeping & Accounting

_____Social Research

_____Mathematical & Computing

_____Engineering & Design

_____Science & Laboratory

_____Mechanics

_____Building Maintenance

_____Agriculture, Forestry and/or Fishery

_____Construction

_____Food Processing

_____Textile & Apparel

_____Timber Products

_____Education

_____Hotel/Motel Management

_____Communication (Radio/TV Broadcasting)

_____Other, Please List
	_____Law

_____Mining

_____Graphic Arts

_____Metalworking

_____Electricity & Electronics

_____Other Production

_____Journalism

_____Sales

_____Food Sales

_____Food Service

_____Health Service

_____Social Service

_____Personal Care

_____Protective Service

_____Arts & Entertainment

_____Real Estate Management

_____Counseling


__________________________________________________________________________________________________________________________________________________________________________________________________________________
Please describe the Products and/or Services provided by your business.
SAMPLE EMPLOYER PARTICIPATION FORM

□
YES!  My business/organization is interested in participating in (Name of School’s) Job Shadow Program.

Please complete the following information and return this form to:



Name of School



Address



Telephone Number



Fax Number:



Attention:  Name of Teacher

Company Name:______________________________________________________

Type of Business:_____________________________________________________

Contact Person:_______________________________________________________

Address:_____________________________________________________________

Phone Number:________________________________________________________

Brief Description of Your Job:_____________________________________________

____________________________________________________________________

____________________________________________________________________

Brief Description of Your Organization:_____________________________________

____________________________________________________________________

____________________________________________________________________

Best time to call:_______________________________________________________

I would prefer to mentor a student(s) during (Please check those which apply):

□ Morning (8-12)

□ Weekdays

□ Mon  □ Tue  □ Wed  □ Thurs  □ Fri
□ Afternoon (12-4)

□ Weekends

□ Sat  □ Sun

Other people from my organization who might be interested in participation:

____________________________________________________________________

□ Our business has not been cited for state or federal safety and health violations during the past five years.
□ Our business is fully insured for physical injuries which might occur to visitors while on our property.

Note:  If you can return this form via FAX ____________________, it would be greatly appreciated.
SAMPLE EMPLOYER OVERVIEW

Background:
(Name of school)(‘s) Workplace Readiness or Career Orientation students are participating in a job shadow program.  Job shadows are part of the Department of Workforce Education’s focus to prepare students for the workforce of the 21st Century.  Job shadows are used to make classroom learning more relevant to the “Real World of Work”.
What is a Job Shadow?

A job shadow provides students with an opportunity to spend between four and eight hours with an employer at a business, non-profit organization or government agency.  The objective is to provide the student with an opportunity to learn as much as possible from a person working at a job in which the student has expressed an interest.  By “shadowing” a seasoned employee, the student will get a first-hand perspective of what adults do in the “Real World of Work”.  Additionally, the student will better understand the process of career exploration and why striving for a good education is important.
During a job shadow, individual mentors are selected by employers to assist each student.  Employers should encourage the job shadowing mentors to perform their normal work activities with a willingness to talk to students about their work and its significance to the organization.  Students are encouraged to ask questions of their mentor such as “What do you like about your job?”  Or “What kind of training do you need?”  Students should not be expected to do “real work”; they are there to observe only.  This is particularly important if the job requires the use of dangerous equipment.

It is important to note that your willingness to accept a student into your world will be a big boost for his/her self-esteem.  For many students this job shadow will be their first experience with the “Real World of Work.”

Expectations of Employers and Mentors:

1. accept a phone call from the Workplace Readiness or Career Orientation teacher and/or student to arrange and confirm a job shadow appointment with you;
2. the mentor should simply be themselves and let the student observe them at work.  Mentors should explain the important aspects of their job and how their job relates to others in the organization.  Mentors should answer the student’s questions to their best ability;

3. mentors should verify the student’s participation by signing their question sheet;

4. the employer and mentor should complete a brief evaluation of the job shadow experience; (5 minute questionnaire.)

Expectations of Student:

1. check with teacher to confirm job site location and appointment;

2. call job shadow employer to confirm appointment;

3. arrange transportation to and from job shadow site;

4. dress appropriately;

5. ask relevant questions of host employer and report back using designated forms;

6. obtain signature from your mentor to verify the experience;

7. thank both the mentor and employer.

Other Information:

Students who job shadow during school hours will be on a limited time schedule.  They will be excused from school for time spent on the job shadow and for time traveling to and from the work site only.
How to Get Involved:

Simply complete the attached form and return to (Name of School) or call the Workplace Readiness or Career Orientation Teacher at (Phone number) or FAX (Phone number).

SAMPLE MENTOR’S JOB SHADOW AGREEMENT

As a volunteer mentor in the (Career Orientation/Workplace Readiness) Job Shadow Program, I

Name:___________________________Job title:_____________________________

Business Address:_____________________________________________________

Work Phone:__________________________FAX:____________________________

E-Mail:_______________________________________________________________

· Will participate in the program for the pre-designated length of time.

· Will be at my place of business at the scheduled time of the student’s visit.
· Will keep the student’s safety in mind at all times.

· Will be prepared for each visit with any career information that I think important.

· Will notify the teacher of any changes in my phone number, problems, schedule or employment.

Teacher should insert contact information for themselves here.
_______________________________


_________________________

Date







Signature

_____________________

_____


__________________
____

Job Shadowing Start Dare

Time


Ending Date


Time

SAMPLE TEACHER’S 
PRE-JOB SHADOW THANK YOU
(Official School Letterhead)

Date

Dear (Name of Employer):

Please accept our deepest appreciation for hosting a student for a job shadowing experience.  Job shadowing is a career exploration activity in which the student follows and observes one or more employees in a career of personal interest to the student.  The goal of Job Shadow Day is to provide the student with an opportunity to learn more about the world of work as well as to provide a reason for students to study and learn at school.  
Please share the following information with the person you select to act as a mentor for the student during the job shadow.  The mentor should be prepared to provide specific information about his/her job and the skills he/she uses daily which involve the use of:

Math/basic arithmetic

Problem-solving

Technology/computers

Dependability


Research


Meeting deadlines

Teamwork



Work quality


Communication

Any academic areas or skills areas (such as geography, science principles, economic principles, writing, accounting, marketing, keyboarding, etc.) should also be included.  We hope you will emphasize the need for continuing education in your field.

It is important that you and the mentor realize that your willingness to accept a student into your world will be a big boost for the student’s self-esteem.  For many students, this job shadowing experience will be their first view as an “insider” into the world of work, as well as the first time they leave their “comfort zone.”

When the student arrives we hope you will give him/her a business card, interview the student about his/her career goals and educational plans, and possibly give a brief tour of your facility.  During the job shadow mentors should act as natural as possible, perform their normal work activities, and talk with students about the work and its significance to the organization.  Students are encouraged to ask mentors questions and take notes.  It is important that the mentor verify the student’s participation by signing his/her questionnaire.
Students are not expected to do “real work,” but opportunities that allow for a brief job-related experience are always appreciated (barring, of course, the use of power-driven equipment or hazardous materials).

The student will leave a one-page form with you.  You and the mentor should use the form to record your evaluation of the student, the job shadow experience, and the program.  I would appreciate it if you would mail this to me at your earliest convenience after the job shadow.
Thank you again for your partnership with us in this project.  We know that you will offer this student more information about how education and training are applied in the “real work” than we could offer in our classroom in a year.

Sincerely,

SAMPLE EMPLOYER EVALUATION
Return by:______________________

Return to:_____________________

______________________________

_____________________________

Student’s Name




Teacher’s Name

______________________________

_____________________________

Name of Company or Agency


Name of Host at Work Site

___________________________________________________________________

Street Address


City

State

Zip
Phone Number

*********************************
Employer Evaluation

Please complete and return before the date above.  Your evaluation will help determine the grade the student receives for this experience.




Yes

No




(

(
Made pre-arrangements in a businesslike manner




(

(
Arrived at worksite on time




(

(
Attended regularly (only applies to students who 







attended on more than one day.)





(

(
Dressed appropriately for worksite




(

(
Arrived at the worksite prepared (with relevant 







questions)




(

(
Showed initiative




(

(
Was friendly and courteous




(

(
Acted in a businesslike manner
******************************************************************
Performance:

( OUTSTANDING
( VERY GOOD
( AVERAGE







( MARGINAL
( UNSATISFACTORY
Comments:____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Has this report been discussed with the student?
( Yes

( No

________________________________________


________________

Host’s Signature







Date

SAMPLE TEACHER’S POST-JOB SHADOW
THANK YOU LETTER TO MENTOR/EMPLOYER

(OFFICIAL SCHOOL LETTERHEAD)

NOTE:  THANK YOU LETTERS SHOULD BE SENT TO BOTH THE EMPLOYER AND THE MENTOR SHOULD THEY BE DIFFERENT INDIVIDUALS.

Date

Dear Name of Employer/Mentor:

Thank you for hosting a job shadowing experience for 9name of student).  Your participation in this activity is greatly appreciated.

(Name of student) has told the class about his/her experience at (name of business) and how much (he/she) learned about (name of specific occupation which student shadowed).  I am sure the experience will leave a lasting impression and result in (Name of student) making much better decisions about (his/her) future education and training needs.

Again, thank you for your patience and participation in the (name of school) (‘s) job shadowing program.

Sincerely,

Preparing Students

Students must be thoroughly prepared to job shadow.  Samples of forms and additional information to help districts prepare the students for the shadowing experience are referenced on the following pages.
Permission Slips

Your district may require a variety of permission slips for activities which take students off school property.  Permission slips are the most effective means of making sure that students, parents, and teachers are informed about the activity.

Parents

Parents should know where their children are going and why.  For this reason, it is essential for districts to include an informative letter about the job shadow experience with a request for permission from the parents.  Permission slips should cover information about transportation needs, medical emergency policies and a release from school liability.  (See page 28, sample Letter to Parents; See Page 29, Sample Job Shadow Procedures – Parent/Guardian Authorization.  See Appendix A for samples from other school districts).

Teachers

If the shadowing activity is conducted during school hours, all of the teachers whose classes the student will miss as a result of the shadowing must be made aware of the reason for the student’s absence.  For this reason, students should also be given a form on which each of their teachers can indicate that they have been informed about missed class time.  The administration must make it clear that these teachers are required to provide student with instructions for make-up work.  (See page 31, sample Teacher Permission Slip).
Making Appointments

Students can benefit from the experience of establishing the dates and times for their own job shadowing experience.  If the student has a contact within the organization he/she wishes to shadow, encourage them to make connections through that person.  If necessary, provide the student with the name and phone number of a contact person. (See page 27, sample Student Phone Script).

Confirming Plans

The teacher/coordinator must follow-up on all contacts.  Students should be provided with as much guidance as possible to make sure that they understand job shadowing arrangements and that all vital information is turned in to the teacher/coordinator.  (See page 24, Student Checklist).

Outline of Dress and Behavior Expectations

While the classroom preparation for Career Orientation and Workplace Readiness activities covers this information, it never hurts to reinforce the message that dress and behavior standards in the workplace are different than those at school.  Teachers must remind students that they are representing the program and the school, as well as themselves.  Teachers should be aware of the dress code at each work site and discuss appropriate attire with individual students.  Students should be provided with name tags if appropriate.  (See page 26, sample Student Rules for Job Shadowing Program.)

Questions to Ask During the Visit

It is important that students gain as much information as possible about the job that they will shadow.  Students don’t always know what questions to ask their mentor in order to gain this information.  For this reason, it is important that students prepare a list of questions about related career opportunities, educational requirements and job descriptions prior to the job shadowing experience.  These questions and answers may also be used to gain research information for a follow-up activity.  They can also form the foundation for further career exploration activity.  (See page 32, sample Student Questions For Employers.)

Student Checklist

Some students may still be confused about what to do in order to prepare for the job shadowing experience.  It is important to give students a checklist which includes everything they need to do to prepare for the job shadow.  The checklist may include:  conducting background research; preparing a resume; getting permission slips signed; arranging schedules and transportation; etc.  (See page 24, sample Student Checklist.)

                                                     [image: image4.wmf]
(   Teacher’s Student Preparation Checklist
· Students research the general career fields and specific organization(s) which they will shadow

· Students write about their preconceptions and expectations for the job shadow

· Parents are informed and provided permission slips

· Employers are called and dates/times confirmed for job shadow

· Permission slips from parent(s)/guardian(s) are on file for every student

· Transportation arrangements are made
· Teachers are informed and signed acknowledgments are on file

· Students know appropriate dress and behavioral standards for job shadow site

· Students have prepared a list of questions based on their research

· Students have turned in a completed check list

· Students have been provided with a written list of rules

· Practical applications of the concepts and skills taught in class are emphasized

· Students have been provided copies of the Employer Evaluation form to give to their mentors

· Students may be provided name tags

SAMPLE STUDENT CHECKLIST
The purpose of this form is to help you through the job shadow process.  The checklist is completed by you and returned to the teacher.  To participate in this program, you must complete the following checklist.

Student Name:_____________________
Teacher’s Name___________________

Company:_________________________
Contact’s Name___________________

Street Address:_____________________
Contact’s Title:____________________

City, State, Zip;_____________________
Telephone #:_____________________

Appointment Date(s):________________
Appointment Time(s):_______________

Before the Job Shadow




Date Completed

Initials

· Choose a career area to shadow


_____________

_____

· Choose an employer to shadow


_____________

_____

· Per teacher’s instructions, arrange job shadow
_____________

_____

· Call specified contact person at the job site

to set up date(s) and time(s) of the job

shadow experience (Use sample telephone

contact information provided by the teacher.)
_____________

_____
· Complete Classroom Teachers Permission

Slip and Parent Authorization



_____________

_____

· Review appropriate dress and behavior

_____________

_____

Day of the Job Shadow

· Show up on time.  Plan to arrive 10-15 minutes early.
      (If you are sick or have a problem, call your contact person at the job site and tell him/her that you will be late or unable to attend.  Also, you must inform your school attendance secretary about the situation.
· When you arrive:

1. Shake his/her hand.
2. Maintain eye contact.

3. If your mentor does not give you a business card, you should politely ask for one.  You will need complete names, job titles, and addresses for your thank you letters.

4. Take a copy of your résumé/fact sheet and portfolio (if relevant).

· Dress appropriately, be polite, and try to make a good impression for yourself and the school. (Hats or shorts may not be worn during job shadows.)  NO GUM!!!
· Complete student question sheet.

· Obtain mentor’s signature.

· Give mentor a copy of the Employer Evaluation form.

· Thank the mentor and employer for their time.
Evening after the Job Shadow

· Discuss experience with family and friends.

_____________

_____

· Complete Reflection Sheet.



_____________

_____

· Write first draft of thank you notes.


_____________

_____

Day after the Job Shadow

· Turn Student Question Sheet into teacher.

_____________

_____
· Turn Reflection Sheet into teacher.


_____________

_____

· Turn thank you note into teacher addressed envelope___________

_____

SAMPLE STUDENT RULES

1. You must have approval from your Workplace Readiness/Career Orientation teacher, other teachers, and parents/guardians before you can participate in a job shadow.

2. You must complete all of the listed requirements.  (Before, day of, and after).

3. If you are unable to be present at the job shadow as scheduled, you must call the sponsoring employer and your school attendance office.  Under no circumstances are you to simply “not show up”.

4. All rules of conduct that exist in school will also exist during the job shadowing experience.  Any students that break the rules will be disciplined in the same way they would be at school.

5. Remember that you represent your school and that your conduct during the job shadow will affect your classmates and others associated with the school.  If you make a bad impression, we all suffer.  If you make a good impression, everyone succeeds.

6. If you have any questions about the job shadow program, please ask your teacher.

SAMPLE STUDENT JOB SHADOW PROGRAM

PHONE SCRIPT

“May I speak with ____________________________________________, please?

                                        (Name of Employer Contact)

Hi, my name is _____________________________________________________.

                                        (Name of Student)

I am calling from _____________________________________________ to confirm

                                        (Name of School)

my Job Shadowing appointment on ____________________, __________________

                                                             (Day of the week)              (Month & date)

From _______________________________ to ______________________________.

              (Beginning time)                                              (End time)

Thank you and I look forward to meeting you.”

Or, if your contact person is not available, ask if you can leave a message and leave the same information written above.

You do not need to leave a telephone number.  If they ask for a number, give them the phone number of your teacher.  You can also let the person know that there is no need for your mentor to call you back.

SAMPLE LETTER TO PARENTS

(School Letterhead)

Spring, (Year)

Dear Parent:

As (Name of School) addresses the educational needs which our students will need in the 21st Century, it is apparent that the community will become a very important learning resource for youth.  Therefore, (Name of School) is implementing a partnership with local businesses and industries to create job shadowing experiences for our students.  As a result, our (Workplace Readiness and/or Career Orientation) students will have opportunities to examine jobs which interest them.  They will learn more about what is required to prepare themselves for these jobs as well as what people in these jobs actually do on a day-to-day basis.
Because your son or daughter is enrolled in (Workplace Readiness/Career Orientation) he or she will experience a job shadow opportunity in a local business as part of his/her classroom requirement.  The information which he/she will gather should relate to the course work and will be shared with other students through oral or written reports…assignments designated by the teacher.  Students will also develop interview skills as they apply for the job shadow opportunity.  The job shadowing experience should be a minimum of four hours.

Both the interview and the job shadow opportunity may take place after school or on weekends, if most convenient, or the student may be excused from morning or afternoon classes to participate in this activity.  Transportation to and from the job shadowing site is the student’s or the parent(s)/guardian(s) responsibility.  Please discuss transportation with your son or daughter and describe your travel arrangements in the attached form.
Please call our office if you have any further questions.  (Phone number)

Sincerely,

(Name of Teacher)

(Title)

Ex:  Workplace Readiness Teacher/Career Orientation Teacher

SAMPLE JOB SHADOW PROCEDURES

PARENT/GUARIAN AUTHORIZATION

Students who observe people in the daily routine of their jobs are more knowledgeable about the skills required to perform the job they have observed.  They are better able to determine if the job they observed interests them.  For this reason, local businesses are allowing students to visit and gain a better understanding of what their employees accomplish during a typical work day.  Each of the businesses has designated a person to be the student’s mentor during the job shadowing experience.  School personnel may not have visited the business site, may not have met the mentors, will not be present when the student is at the site, and will not supervise the visits.  Students will shadow their mentors for between four and eight hours.  In order to take part in the program students must:
1. have written permission from their parents/guardians;

2. have contacted their mentors and know the date(s) and time(s) they are expected; and

3. have planned transportation via parent/guardian approval and submitted this plan to the school.

Students are responsible for transportation and lunch money.  Parents must approve of the travel plan.

STUDENT’S NAME:  __________________________________________________________
JOB SHADOW SITE:  __________________________________________________________
ADDRESS:  __________________________________________________________________
DATE OF STUDENT’S VISIT:  ___________________________________________________
TRAVEL ARRANGEMENTS – Explain travel plan below:

If the student is not driving him/herself, please identify the person with whom the student will travel or the mode of travel (i.e. taxi, bus, etc.)  If student’s job shadow will take place during school time, please describe time frame of travel:  when student will leave school, when student will return to school.

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Emergency Contact Person:  ______________________and Phone Number:  ____________

**********************************************

I, ____________________________________________, give permission for my son/daughter __________________________________________ (name) to be released from school to visit the site listed above for the purpose of job shadowing and I agree with the travel arrangements listed.  I understand that school personnel may not have visited the site, may not have met the host, will not be present when student is at the site, and will not supervise the visit.  I assume full responsibility for my son/daughter during the job shadowing activities and waive all claims against the (Name of School District) and its employees and agree to hold them free from any and all liability relating to my dependent during the job shadowing activity.
                                                                                                    ______________________________________

Parent’s Signature                                   Date

ATTENTION STUDENT:  RETURN THIS COMPLETED FORM WITH ALL SIGNATURES AT LEAST 5 DAYS BEFORE YOUR VISIT SO YOU WILL BE CLEARED WITH YOUR TEACHERS AND THE ATTENDANCE OFFICE.
SAMPLE CLASSROOM TEACHER

PERMISSION SLIP

I authorize (Name of Student) _________________________ to be excused from my class to participate in a job shadow on the date outlined below.  The following rules apply.

1. Student must have all teachers sign permission slip for classes that will be missed.

2. Student agrees to be responsible for all make-up work within 48 hours or receive a zero (0) for work missed.

Job Shadow Location:  ______________________________________________________________

Date:  ___________________________________

Time:  From:  ___________________________ to _________________________________

                                (Include travel time from school to job shadow site and back.)

Teacher Permission (Signature Required of Each Teacher)


Make-up Required












Yes

No
1. _________________________________________


□

□
2. _________________________________________


□

□
3. _____________________________


□

□
4. _____________________________


□

□
5. _____________________________


□

□
6. _____________________________


□

□
7. _____________________________


□

□

SAMPLE STUDENT QUESTIONS 
FOR EMPLOYERS SHEET

Name of Student:  _________________________ Class Period:______________________

Date:  ___________________________________
The following guidelines should help you get the most out of your job shadow experience.  You should try to ask as many of these questions as possible, but feel free to ask other questions that might also be appropriate.  Record the answers under each question.  Be sure to obtain your hosts signature which verifies that you completed the job shadow and return this form to your teacher.

1. What is the primary mission of this organization?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. What are the responsibilities of your department?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. What are your responsibilities?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4. How does your job relate to the overall organization?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________
5. What other people do you work most closely with?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________
6. Are computers used on the job?  If so, in what capacity?

____________________________________________________________________________________________________________________________________________________

7. What type of education and/or training does one need to do this job?  What type of education/training have you had?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________
8. How did you decide to do this type of work?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________
9. What do you see as the demand for jobs like yours in the future?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________
10. What do you like most about your job?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________
11. What do you like least about your job?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________
12. What is the salary range for someone working in the field (What is a typical starting salary?)

________________________________________________________________________________________________________________________________________________________________

13. Do you have any advice for me as I consider career options?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
14. Anything else that you find interesting!  (Write on the back if necessary.)
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
########################################

_______________________________has successfully completed a job shadow with me today.

(Student’s Name)

___________________________________

______________________________

Host’s Signature






Title

___________________________________

_______________________________

Date








Organization

FOLLOW-UP ACTIVITIES
It is important to make the job shadowing experience meaningful by connecting it to classroom learning.  Follow-up activities can be as creative as the teacher’s imagination.  However, the following activities should be included as reinforcement for the job shadowing experience.

                                                    [image: image5.png]



· Students should write about the differences between their expectations and the realities of the workplace.  They can use the questions which they asked the mentor as well as the information which they recorded on their reflection sheets as a resource for the paper.  The paper should be limited to a one page assignment.  (See pages 32, sample Student Questions for Employers; See page  38, sample Student Reflection Sheet.)
· Students and teachers discuss the connections they see between classroom learning and the workplace.  The students could make an oral presentation to the class about what they learned at their job shadowing sites.  The presentations could be followed by a question and answer session.

· Students write, revise, and send thank you letters to employers and mentors.

· Teachers should review the Employer Evaluations individually with students.

· Students continue their career research in light of what they have learned during the job shadow experience.

SAMPLE STUDENT REFLECTION SHEET
Please use complete sentences when filling out the information below.

1. What type of work did you observe during your job shadow?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Describe your job shadow site.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. What did you like best about your job shadow experience?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. What did you like least about your job shadow experience?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. What surprised you most about the experience?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. What do you think was the most important thing that you learned from the experience?

____________________________________________________________________________________________________________________________________________________

__________________________________________________________________________

7. Would you consider a career in this field?  Why or why not?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8. Comments:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SAMPLE STUDENT THANK YOU
LETTER GUIDE

Remember that writing thank you letters to your job shadow mentor and the employer is very important to the success of the program.  Write your letters and prepare the envelopes the night following your job shadow.  Return your completed letters and envelopes to your teacher the day following the job shadow.

When you write your letters remember to do the following:

1. Be neat.
2. Watch your spelling.

3. Begin your letter with a sentence that specifically thanks the employer/mentor for allowing you to spend time at his/her place of work.  For example, “Thank you for taking time out of your schedule to meet with me during my job shadow yesterday.”

4. State something specific that you learned or enjoyed during the job shadow.  For example, “I learned a great deal about how an engineer uses computers and I really enjoyed taking a tour of the facility.”

Use your own words and personalize your letter for your situation.
Appendix A

Douglas MacArthur Junior High School

Job Shadowing Program

Jonesboro, Arkansas

(A program for 8th Grade Career Orientation Students)

Teacher’s name, Title

Job shadowing is incorporated as part of the 8th grade Career Orientation classes at Douglas MacArthur Junior High School in Jonesboro.  The Career Orientation classes are divided into two semester long courses.  Each class studies the sixteen different career clusters for approximately 18 weeks.  Job shadowing takes place at the end of each semester.  This allows students time to explore each of the career clusters before choosing careers to shadow which most interest them.
The principal and teacher meet early in each semester to set the date for the shadowing activities.  The principal usually selects a Thursday and a Friday for the students to job shadow because business people have requested that job shadowing take place at the end of the week.  The students can choose from one of the two days.  However, they are not allowed to change the date of their job shadow…no exceptions!

Students must get their parent(s) permission to participate in job shadowing.  The school provides a permission form, however, the student must return it signed and sealed by a specified deadline.  The parents must also agree to provide transportation for their son or daughter.  The deadline for returning the form is generally a couple of weeks prior to the job shadow.  This allows the teacher time to construct an accurate list of all the students who will be participating on each day.  This list must be completed early to allow classroom teachers time to have make-up work ready for the students who will be out because of job shadowing.

Prior to the job shadowing, the class discusses behavior and dress requirements.  Next, the class discusses the information which the students are expected to gather during the job shadowing, (i.e., job title, duties, working conditions, average earnings, average number of hours worked, and special things they liked or didn’t like about the job.)

Students write reports about their shadowing experiences.  They also write Thank You notes to their job shadow sponsors two or three days after returning from shadowing.

Form Used to Gather Information about Job Shadowing
Douglas MacArthur Junior High School

Job Shadowing Program


Letter and Permission Slip Form

Douglas MacArthur Junior High School

Job Shadowing Program

Dear Parents:

Thursday, May 1st and Friday, May 2nd are set aside for students in careers to job shadow.  (This simply means that your son or daughter has an opportunity to learn more about a particular job by observing someone as they work.  They can ask that person questions about the job and observe what takes place in the workplace).  Students must choose one of those two days to complete this activity.  This is an important part of our career class as it gives the students a chance to experience a job which interests them.  Should your son/daughter want to participate in this activity, it is considered an excused absence.  However, this is not a required activity and other activities are available in which your son/daughter may participate in order to earn points.
Students choosing to participate should not shadow parents or grandparents.  All shadowing arrangements will be made by the students.  Each student will be responsible for his/her transportation, lunch, and the folders and pencils which they must take with them on the job shadow.

It is essential to return this form signed, in order for your son/daughter to participate.  The form must be returned no later than Tuesday, April 29th.

A stamped envelope should accompany the form so that the student can write a “Thank You” note to the person shadowed.

__________________________________________

Student’s Signature

__________________________________________

Parent’s Signature

__________________________________________

Name of person student is shadowing

__________________________________________

Place of business student is shadowing

__________________________________________

Date of job shadowing 
SCHOOL DISTRICT

PARTNERS IN BUSINESS

(VITAL LINK)

(A Junior High Level Job Shadowing Program -8th Grade)

Teacher Name, Title 1995 – 1996

Teacher Name, Title 1996-1997

The job shadowing program at Dumas is based on the Vital Link program which was started in Fort Worth, Texas by Dr. Don Roberts and the American Business Conference Education Task Force.  The Vital Link program was designed to allow 8th grade students to experience first-hand the connection between the classroom and the workplace.  In the Vital Link model program, students spend 5 mornings interning a business during the summer.
During the 95-96 school year, Dumas began its Vital Link Program.  After discussions with businesses, many meeting and consultations, it was decided to include the program at the 8th grade level.  This age group was selected because it was important to provide them with hands on experience.

However, several major changes were implemented by Dumas.  First, instead of a volunteer program, ALL 8th grade students participated.  Second, the program was conducted during the summer.  Third, in addition to shadowing businesses, every student completed a three hour mini course/workshop in each of the following areas:
1. Personality Development (True Colors)

2. Self-esteem

3. Entrepreneur Skills

4. Internet/Plato (workplace skills)

5. Vocational Testing

6. Career Plans

These workshops were taught by teachers, counselors, coop personal, and guest speakers.

The Vital Link Dumas Program is a cooperative venture between business/industry and the Dumas school system.  The three major goals of the program are:

· To get students outside the classroom to experience how learning is applied in the workplace;

· To inform students about business/industry and job opportunities available in our area; and

· To form a coalition between the business community and schools for the benefit of all students.

Prior to project implementation, it is important to determine the business community’s interest in the project.  As a result, a luncheon was held for all prospective business partners.  Letters of invitation were sent to businesses which contained a brief explanation of the project.  Dr. Roberts was the luncheon speaker and he continued to strengthen the business link by explaining the program’s intent.  News releases, meetings with local service clubs, and personnel associations were used as additional recruitment tools.  Many partner businesses recruited other businesses.  (This is a major step in implementing a successful job shadowing program.  It is important that planners make as many personal contacts with business/industry as possible.)
A manual was also developed prior to the program’s implementation.  The manual was used to outline the program’s guidelines and included the program’s goals and objectives as well as information for the business partners and mentors, information for the teacher/supervisors, and samples of all forms and letters.  Student logbooks were also developed which included a space for students to record their expectations, skills to look for, objectives, student evaluations, parent evaluations.

Several steps were required before students could become involved in the program.  First, students were required to complete an application form.  The form was used to gather information about each student and assisted in the effort to match each student’s employment interests with jobs located at participating businesses.  Before the student could be involved, students and their parents were required to sign contracts.
Since all 8th grade students were involved, job shadowing was set up in three cycles, with one third of the students participating in job shadowing activities each morning over a three day period.  Job shadows were conducted between 8:30 am and 11:30 am.  The school provided transportation for the students.  Students reported to school and were bused to their job sites.  They returned in time for lunch.  Following is a typical schedule for these activities.

Group I


Thursday -
All students met with coordinator to discuss rules, dress, and expected behavior.


Friday -

Met with their “employers” at the school for an orientation


Monday -
Met with the coordinator again for Q and A session

(All of the above meetings took place during their Advisory Period (Homeroom) on days prior to the actual work days)


Tuesday – Wednesday and Thursday “Work Days”


8:00

Reported to homeroom for roll call


8:10

Boarded one of two buses to go to work


8:30 – 11:30
Work time


11:30

Picked up by buses for return to school


11:45 – 12:20
Lunch, were given extra time


Regular 5th period


Advisory Period met with Coordinator – used time to fill in Student Logbook


Regular 6th and 7th periods

(Students met as a group for the last time on Friday to write Thank You notes to their mentors and business representatives.)

Groups 2 & 3
Workshops were held from 8:15 – 11:45 with two to ten minute breaks.  Regular class schedule began after lunch.  These students went to their regular Advisory classes


Tuesday -
2A go to personality development




3A go to self-esteem


Wednesday - 
2B go to entrepreneur skills




3B go to internet/Plato


Thursday -
2C go to vocational testing




3C go to Career Plans

Four teacher/supervisors circulated to each of the job sites each morning for observation.  Each afternoon the student “worker” met with the teacher/coordinator to “debrief” and to write in their student logbooks.  Students were also given related assignments in each of their core classes.

At the end of the three cycles, a recognition/appreciation banquet was held at the community center.  All students and businesses received certificates.

Mr. Don McHan, Superintendent of Dumas schools stated “This was the most beneficial project as far as positive school publicity that we’ve ever had.  It will be continued in the future and expanded.”
Approximately 160 eight graders spent nine hours each in the workplace.  Twenty-five businesses were involved in the first year and thirty five the second year.  Recruitment of businesses is no longer necessary, they ask to be involved.  There have been no major problems with any student or business in the two years of this program.
PARTNERS IN BUSINESS

DUMAS SCHOOL DISTRICT VITAL LINK

A JOB SHADOWING PROGRAM

INFORMATION DISTRIBUTE TO BUSINESS PARTNERS

The purpose of Vital Link:  is to provide students with the opportunity to experience first-hand how the subjects they learn in the classroom are used in the workplace.  Through this experience they should learn that success in the classroom leads to success in the workplace.

In a successful vital link internship the student will learn:

About The Mentor
What training or education they have had

What the company expects from the mentor

What jobs the mentor had previously

About The Mentor and the Company

What the main responsibilities of the job are

How their position relates to the company

Who are the company’s main competitors – nation, global?
What happens if a mistake is made?
Who the mentor reports to

Who reports to the mentor?
What are the company’s requirements regarding conduct, dress, and personal grooming
About How School Subjects Are Used In Your Job (i.e. reading, writing, math, computer literacy)

What school subjects are used on a daily basis?
What school subjects are used on your specific job?
What level of competency is required on each?
About Teamwork within Your Company
How your department’s various jobs interrelate

How conflict is managed

About Problem Solving In Your Job

What problems arise daily and how are they solved

What resources are used to solve problems?
What steps are taken to solve problems?
About Originality and Creativity

How ideas are hatched and implemented in your job

How good ideas are recognized and rewarded

About Speaking and Listening

How information is exchanged between diverse levels of personnel

How presentations are made to targeted audiences

How meetings are conducted (agenda, brainstorming, etc.)

PARTNERS IN BUSINESS

Vital Link Student Application
Student’s Name:  ____________________________________________________________

SSN:  _____________________________ Advisory Teacher:  ________________________

Circle Gender:              Male             Female           Age:  _____________________________

Parent/Guardian:  ___________________________________________________________
Address:  __________________________________________________________________________
City:  ________________________________ State:  _________________ Zip:  _________
Daytime Phone: ____________________________________________________________________
Person to contact in emergency:  _______________________________________________

To the Student:

By signing this application I agree to:

Show a positive attitude toward learning by paying attention;

Be prepared to participate;

Be cooperative and considerate of all personnel, equipment, and materials;

Dress appropriately;

Remember that I am in a place of business and will act accordingly

______________________________________

_________________________

Signature of Student





Date

PARENT’S PERMISSION, RELEASE AND INDEMNITY

FOR INTERNSHIPS

Vital Link Program, Dumas School District

I hereby certify that my son/daughter ____________________________________________

Has my permission to participate in the Partner in Business – Vital Link Program of the Dumas School District.

To the best of my knowledge he/she is physically fit to engage in such activity and is not suffering from disease or injury.

I agree and do hereby waive and release all claims against the Dumas School District and any teacher, employee, or any other people engaged in the activity in question and agree to hold them free from any and all liability relating to my son/daughter.
It is understood that no child will be allowed to participate in this activity until this form is signed by his/her parent or guardian.

My signature on this application indicates my willingness to support my student in the above mentioned guidelines.

____________________________________


_________________________

Parent Signature






Date

PARTNERS IN BUSINESS

APPLICATION QUESTIONNAIRE

Name:  ____________________________________________________________________

The following skills have been identified as necessary for success in the workplace.  Place a check by all areas you are interested in:

_____ Reading and writing




_____ Mathematics

_____ Speaking and listening



_____ Computers

_____ Problem Solving




_____ Originality and Creativity

Rank the following areas of work:  1 for first choice, 2 for second, 3 for third:

_____ Office/Clerical




_____ Newspaper

_____ Banking





_____ Industry

_____ Medical





_____ Public Service

_____ Child Care





_____ Small Business

What are your favorite subjects in school?  Why?

____________________________________________________________________________________________________________________________________________________

Describe an accomplishment for which you are very proud.
____________________________________________________________________________________________________________________________________________________

What do you enjoy doing outside of school?  (Hobbies, sports)

____________________________________________________________________________________________________________________________________________________

What do you hope to get out of this experience?

____________________________________________________________________________________________________________________________________________________

Who is your hero?  What would you like him/her to teach you?

__________________________________________________________________________

What 3 words would you use to describe yourself?

____________________

____________________

____________________

What 3 words would your parents use to describe you?

____________________

____________________

____________________

What 3 words would your teachers use to describe you?

____________________

____________________

____________________

EVERY EFFORT WILL BE MADE TO MATCH THE INTERESTS OF THE STUDENT WITH RELATED BUSINESSES.  THIS IS NOT A CAREER CHOICE.
Nettleton Junior High School

Job Shadowing Program

(An 8th Grade Career Orientation Project)

Paula Grady, Career Orientation Teacher

Two factors play a major role in the success of the career shadowing program at Nettleton Junior High School.  These are administrative support and parent involvement.  Shadowing provides the ideal parent-community-school partnership.
Shadowing has become the highlight of the semester in Nettleton’s Career orientation class.  Although the program is teacher generated, it is parent driven.  It is the parental involvement which insures the continuing success of the student’s shadowing experience.

Nearly 100% of the Career Orientation students participate, and their experiences range from the local businesses, radio and television stations, hospitals, clinics, veterinary clinics, law enforcement facilities, banks and stores to the Memphis Zoo and the Governor’s Office.

The Career Orientation students are responsible for establishing their own shadowing activity.  As soon as the principal sets the shadowing date on the school calendar, parent note and permission forms are sent home.  Students are urged to start making contacts early to insure a good experience.  They are told to “go for it” and to think BIG.  The school administration and Career Orientation teacher never cease to be amazed at the opportunities parents and students can create.  Parents assume full responsibility for setting up the shadowing experience and for transportation.  They also assume any liability for their student during this day.  A written assignment is completed and students report to the class about their day at work.  This method has proven to be “teacher friendly” and has enabled large numbers of students to shadow with a minimum of teacher involvement.
Letter to Parents

Nettleton Junior High School

Job Shadow Program

Dear Parent:

The students in the Career Orientation class at Nettleton Junior High are very enthusiastic about the opportunity to participate in a career enrichment activity this year.  Our students will be permitted to “shadow” a person at their job for one day to observe the various activities that take place in the world of work.  We feel that students gain much from actual observations and first-hand experiences.

This activity is optional to the student and the parent, but it is recommended as a very worthwhile project.  This is the way it will work:

1. The parents and the student will make the arrangements with the person to be shadowed and the person’s employer.  (Please contact the person at least a week in advance of the shadowing visit so that he/she can arrange for the student’s visit.)

2. The student’s parents will be responsible for transportation to and from the work site.

3. The parent will complete the permission/information sheet and have the student return it to Mrs. Grady at least a week in advance of the scheduled date for the shadowing visit.

4. This day will not count as an absence for the student since it is a school activity, but the student will be responsible for any missed work in other classes.

5. Students will complete a worksheet about their shadowing experience and will be asked to share in class some of their observations.  A grade will be recorded.

6. Students who do not choose to shadow will be assigned a written project to complete for a grade.

I hope that this will be a successful and rewarding experience for our students.  If I can assist you in any way, please call the school at (phone number) between the hours of 10 am and 11 am any morning.

Sincerely,

Paula Grady

Career Orientation Teacher

JOB SHADOWING CONFIRMATION 
AND PARENTAL PERMISSION FORM

NETTLETON JUNIOR HIGH

JOB SHADOWING PROGRAM

PLEASE NOTE:  THIS FORM MUST BE RETURNED AT LEAST ONE WEEK BEFORE THE CAREER JOB SHADOWING DATE.

STUDENT’S NAME:  ________________________________________________________

PARENT’S NAME:  _________________________________________________________

ADDRESS:  _______________________________________________________________

TELEPHONE NUMBER:  HOME ____________________ WORK ____________________

CAREER SHADOWING DATE:  _______________________________________________

♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦

NAME OF PERSON TO BE SHADOWED:  _______________________________________

PLACE OF EMPLOYMENT:  __________________________________________________

EMPLOYMENT ADDRESS:  __________________________________________________

TELEPHONE NUMBER:  _____________________________________________________

CAREER TO BE OBSERVED:  ________________________________________________

 ♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦

My child _______________________________________ has my permission to shadow the person named above on the date indicated.  I understand that I am responsible for his/her transportation to and from the work site.  I take full responsibility for my child during the absence from school for this activity, and Nettleton Junior High School is in no way liable for my child on this date.
Signature __________________________________________________________________

(Parent or guardian)

Date:  _____________________________________________________________________

SHADOWING ASSIGNMENT

NETTLETON JUNIOR HIGH SCHOOL

NAME:  ________________________________________________

Note – Your purpose in shadowing is to enjoy a school day in the workplace.  Your presence should not interfere with the normal activities which occur at work.  Your appearance should “fit” the work situation.  Be certain that your clothing and your behavior belong in this workplace.  While you are shadowing, you should make observations of the job and record those on this sheet.  You may want to ask a few questions, but remember not to interrupt the job in progress.  It is better to leave something unanswered than to interfere with the worker.

Each situation is different, so relax and enjoy yourself!
List the name and the occupation of the person you shadowed.

In which occupational cluster does this occupation fit?

What types of clothing are appropriate?

What are the main responsibilities for this occupation?

Briefly describe the working conditions for this job.  (Indoors, outdoors, noisy, relaxed …etc.)

What are the working hours, daily or weekly?  Is overtime a possibility?

Does this employee take work home after their regular work day, or are all duties and responsibilities handled at the place of employment?

Is advancement possible?

Does this career involve mainly people, facts, or things?

What education or training is necessary?

Are any risks involved?  If yes, explain.

What fringe benefits are possible?  (Insurance, vehicle, paid vacation)

What are the personal qualities needed to be successful?

In your opinion, does this occupation fit your personality?  Why or why not?

Would this occupation be stressful to you?  Why or why not.

Do you recommend that shadowing remain a part of Career Orientation?
�





Date





Mr. John Doe


Personnel Manager


Speciality Services Unlimited


111111 Data Drive


Anywhere, AR 72211





Dear Mr. Doe:





Thank you for allowing me the opportunity to shadow you yesterday.  I realize that it took time away from your regular responsibilities, and I am most grateful for all the information that you were able to provide regarding your job at Speciality Services Unlimited.





When I shared my experiences with my friends and family, I became more convinced that the personnel field is the correct career area for me.  My math, organizational and writing skills are right in line with the skills and abilities needed in the personnel field.  I plan to take more computer classes to strengthen my computer skills as you suggested.





Now that I am convinced that the personnel field should be my focus, I will be able to set some goals for my education plan.  Again, thank you for your part in enabling me to plan for my future.





									Sincerely,





									Jane Deer








STUDENT’S NAME:  _____________________________________________________________





ESTABLISHMENT:  ______________________________________________________________





NAME OF PERSON SHADOWED:  _________________________________________________





INFORMATION:  ________________________________________________________________





________________________________________________________________________________





JOB TITLE:  _____________________________________________________________________





DUTIES:  ________________________________________________________________________





WORKING CONDITIONS:  _________________________________________________________





EARNINGS:  ______________________________________________________________________





HOURS:  _________________________________________________________________________





SPECIAL THINGS YOU LIKE ABOUT THIS JOB.  THINGS YOU DID NOT LIKE ABOUT THIS JOB.  (TAKE NOTES ON THE BACK OF YOUR SHEET.)






































SIGNATURE OF PERSON SHADOWED:  _____________________________________________





WRITE A ONE PAGE NOTE ABOUT YOUR EXPERIENCE.  ATTACH IT TO THIS SHEET.  (IT SHOULD BE WRITTEN IN INK, VERY NEATLY.)																																																








PAGE  
1

