Cabot Junior High South 

Career Orientation

Shadowing Program

Dear Parents,

We at the Cabot Junior High would like to enlist your help in our shadowing program.  We feel that by shadowing someone on the job our Career Orientation students will gain valuable educational and working experience.

We encourage these students to go into the community and ask working people if they may shadow them for a day.  If at all possible, the student should follow someone in his or her chosen career path.  If they cannot, then shadowing someone in a related occupation is the next best option.

If shadowing is not possible then the student has the option of interviewing at least two people.  This can even be done over the telephone.

Students are given questionnaires for the shadowing and interviewing experience.  The shadows should be done on the day of parent/teacher conferences when the students are not in school.  Students cannot get “official school business” as an absence excuse.  They will have about one month to complete the project and turn in for a 100-point grade.

If you have any questions you may send a note or call (501) 843-2788, or e-mail me at RAY.HENSOR@CPS.K12.AR.US

This experience is very important to their career development and we appreciate your help. Thank you very much for assisting us with the career development of your child.

Sincerely,

Ray Henson

Career Orientation Teacher
Cabot Junior High South

JOB SHADOW PROGRAM

STUDENT CHECKLIST

When making arrangements please remember to:

Make sure the person you shadow is gainfully employed.

Find a company that offers the kind of work that you are most interested in.

Find out if the company’s insurance will allow you to be on the job-site.

Make arrangements about two weeks in advance of your shadow day.

Make arrangements for travel to and from the workplace.

Ask what you should wear to the workplace.

Plan what you are going to do for lunch.

Review your questions so you will know what they all mean.

Research the job to complete the questionnaire.

You may interview an additional person for bonus.

On the day of the shadow remember to:

Call ahead to remind your mentor you are coming.

Dress appropriately.

Shake hands firmly and introduce yourself.

Make and keep eye contact.

Explain where you are from and what you need to accomplish.

Take the questionnaire with you.

Ask lots of questions especially those on the questionnaire.

Give the evaluation form to the person you shadow.

Ask for a business card.

Complete every question thoroughly.

Help out where you can.

You may tell of your shadowing experience in front of the class, so ask for anything that you might use in a demonstration.

Write a note and thank them verbally for helping you.

Remember to research the same job on the computer to compare the information and to complete the questionnaire.

Turn your questionnaire and evaluation form in by the deadline.

Cabot Junior High South 

Shadowing Program

Dear Employer,

We at the Cabot Junior High would like to enlist your help in our job shadowing program.  We feel that by shadowing someone on the job our Career Orientation students will gain valuable educational and working experience.

We encourage these students to go into the community and ask working people if they may shadow them for a day.  If at all possible, the student should follow someone in his or her chosen career path.  

Students are given a questionnaire to aid them and to help you for the shadowing experience.  Please complete the evaluation-form on the back of this letter and return it to the student or mail it to:

Ray Henson

Cabot Junior High South

#38 Panther Trail

Cabot, AR  72023

or

FAX # (501) 941-7746

This experience is very important to their career development and we appreciate your help.

If you have any questions you may call (501) 843-2788 or e-mail me at RAY.HENSONR@CPS.K12.AR.US
Thank you very much for assisting us with the career development of this student.

Sincerely,

Ray Henson

Career Orientation Teacher
Cabot Junior High South
Cabot Junior High South 

Shadowing Program

Employer Evaluation Form

Student’s Name ________________________

Host/Mentor Name _________________________

Company Name _____________________________

Location _____________________________________________

Phone Number ________________

Evaluation:

Yes
No

___
___
Made pre-arrangements in a businesslike manner

___
___
Arrived to the workplace on time

___
___
Dressed appropriately

___
___
Used the questionnaire to ask questions during the shadow time

___
___
Showed initiative and tried to help

___
___
Student was friendly and courteous

___
___
Acted professionally on the job

___
___
Showed interest in the job

Overall performance
Outstanding
    ___





Very Good       ___





Satisfactory      ___





Unsatisfactory  ___

Your comments are welcome and helpful _________________________

___________________________________________________________

___________________________________________________________

Signature _____________________

