JOB SHADOWING

Mission Statement

Our purpose in job shadowing is to expose students to real life experiences in the world of work.  Through this exploration students will:


-receive hands on experience at area job sites


-encourage goal setting for future careers


-extend career exploration beyond the classroom setting


-encourage relationships between the school, and the   

   
  business community.

What is Job Shadowing?
The student shadow will spend a portion of the workday observing and interacting with a specific employee at the job site. As the student shadows a worker, he/she will have the opportunity to ask questions they feel are necessary to expand their work-based knowledge. This will act as a valuable part of the school-to-work experience.

Why is Job Shadowing Important?
Reading about jobs is NOT enough.  Today our schools and members of our community are working hard to provide guidance in helping students to set personal goals that fit their interests and abilities. Students need to see and understand the operations of a job-site and job shadowing gives students a chance to tie school and the world-of-work together.

How will Job Shadowing Work?
Each student will be allowed to choose one career and then be excused for a portion of a day in order to be a shadow.  Permission slips from parents will be required, as well as forms of approval and evaluation from the employer.  Students will also be required to fill out an interview and evaluation sheet on the Job Shadowing experience.

What are the Learning Outcomes?
•
What the career is really all about:  What happens?  What skills are needed?  What talents and qualifications does it require?  Do I like this type of work?

•
The need for a pleasant personality, good work ethic and teaming skills.

•
The importance of communication skills whether meeting the public, writing reports, or filling out the job application.

•
That career means responsibility, utilizing your skills and to be accountable as an active employee.

•
That the good work habits that they are establishing in school can and will be beneficial.

•
That setting professional and personal goals in life are important.

•
Students will begin to understand the value of becoming an active citizen in our community.

AKRON PUBLIC SCHOOLS
Name of School
School Address
         Akron, OH  zip code               (330) 000-0000
Date: 





Dear Parent(s)/Guardian(s),

Congratulations! Your son/daughter has been selected as a job-shadowing candidate from the Name of Class class at Name of School. Your student will be able to view a job by spending a day at a chosen job site on a date to be announced.

Job shadowing will provide first hand experience in exploring the world of work.  This is an invaluable source of classroom reinforcement.

Your child will be allowed to pick one job to visit. Please be sure to read and discuss the attached information with your child.

Transportation to the site will be the responsibility of the parents.

Please return all forms signed as soon as possible so a site can 

We are eagerly looking forward to this job shadowing experience.  We hope it will be a meaningful and memorable experience.

Sincerely,

Name of Teacher

I 






 have read and understand the informational letter. I have discussed it with my child and I am aware that I am responsible for transportation to and from the job site for my child only.

Parent’s signature: 









Date: 






STUDENT APPLICATION FOR JOB SHADOWING

Name: 












HR/1st Period Teacher: 









My top three job site interests are: 

1. 













2. 













3. 













Optional: I know of a place I would like to visit that is not listed. The name of the site is 










I feel I would make a good job-shadowing candidate because 



















































Attention Classroom Teachers: Please sign per period if you feel this student is a successful candidate for job shadowing and will make up any missed work.

1.





 6.







2.





 7.







3.





 8.







4.





 9.







5.







JOB SHADOWING CONTRACT
I, 





, do hereby agree as a participant in the Job Shadowing Day sponsored by Akron Public Schools, Career Prep Program, to complete the following requirements:

PRE-JOB SHADOWING ORIENTATION


•Introduction during activity period prior to job shadowing.


•Arrange my own transportation.


•Select one job site based on personal interest and skill.


•Research chosen job area.


•Display appropriate personal and social skills at job site.


•Complete Job Shadowing Application.

JOB SHADOWING DAY


•Arrive at job site on time and on day designated.


•Acquaint myself with company/product/service rendered in this occupation.


•Participate in work activities at job site (as much as possible).


•Employer Evaluation.

POST-JOB SHADOWING

•Share job shadowing experience with teachers and classmates. You may choose one of the following:



A. 
Typed essay (1 page)



B. 
Class presentation (3 minutes)



C.
Make a bulletin board display in classroom.


•My choice is 


 .














     Date



    
Student Signature

Before You Job Shadow
TEACHER:
Name:






  Date:



Business Address:








 Contact Person:










Date of Visit:




Time:





STUDENT:
1.
What do you think this job-shadowing site will be like? 





































2. 
List experiences you have had (hobbies, organizations, general work at home, or school that may relate to this career? How might these experiences relate to this job site? 
































3.
Use OCIS to research this occupation.


A. 
Overview:


B.
Monthly Wages:


C.
Skills:


D.
Current Employment:


E.
Preparation Required:


F.
Related Occupations:
THIS FORM MUST BE COMPLETED AND RETURNED TO YOUR TEACHER.

JOB SHADOWING INTERVIEW
INSTRUCTIONS:

Here is a list of suggested questions for you to use in your shadowing experience.  You must have a reply for at least five questions. You might start the interview by saying:


“To find out about different jobs, the students in my class are shadowing people at work.  I would like to ask you a few questions, and write down your answers to take back to my class.”  Feel free to add your own questions.

Name of person being shadowed:








Occupation of person:










Site:












1.
Tell me about your career. 
































2.
What is the required education or training for your work? 




























3.
What opportunities are there for young people in your field? 




























4.
What other types of people do you work with? 




























 

5.
What are some positives about your job? Negatives? 





























6.
What do you feel proud about in your chosen career? 





























7.
What do you do to overcome obstacles in the workplace? 




























8.
What is the outlook for this career? 































9.
What is the salary range of this job? 



















10.
(Your own question.) 













































Be sure to thank the employer for this time!

STUDENT EVALUATION OF JOB SHADOWING
Name:







   Date:




Contact Person:









   

Job Site:











Career Title:











PLEASE ANSWER THE FOLLOWING QUESTIONS:
1.
Were you able to observe a particular occupation that interested you?
Yes
  No

2.
Did you have sufficient time to ask questions?



Yes
  No

3.
Was there sufficient time to see the complete work site?   

Yes
  No

4.
How did shadowing relate to your research reported in “Before You Job Shadow.”

5.
Was the shadowing experience helpful to you? 


Yes
  No

6.
Were you able to assist with any of the work? 



Yes
  No


Please describe. 


































7.
Would you recommend this job site for other students?


Yes
  No

8.
What did you like best about the shadowing experience? 





























9.
What would make this experience better for you? 






























Additional Comments:
STUDENT RESPONSIBILITIES/CHECKLIST
Before The Visit:


 (1).
Attended orientation.


 (2).
Discuss job shadowing with your parent(s).


 (3).
Completed all forms and returned to teacher.


 (4).
Contact the job site - (Three weeks prior to your visit)



a.
Introduce yourself



b.
Explain your purpose for calling



c.
Gather details such as:



contact person’s name/business/address/phone/job title



appropriate dress/type of shoes needed



meeting place 











arrival time 











departure time 










lunch arrangements - snack or $







 (5).
Gather information about the job you’re exploring. I have 




completed “Before You Job Shadow.”


 (6).
Permission slip. My transportation plan is 






 (7).
Confirm your appointment four days before your 





scheduled visit.

***If for some reason you cannot make it to your shadow appointment, YOU must personally notify your employer, (job site) and the school.
During The Visit:

 (1).
Show up on time.  Stay for the full-time scheduled, or report back to 

school.


 (2).
Be courteous.  Remember, you are not only representing  yourself, you are 
representing your school.


 (3).
Give employee the Employee Evaluation and envelop to mail.

After The Visit:

 (1).
Complete Student Evaluation of Job Site.


 (2).
Turn in Verification of Attendance.


 (3).
Write a personal note of thanks to your employer and turn it in to your 
teacher for mailing.


 (4).
Share experience with class.

EMPLOYER EVALUATION
We wish to thank you for your valuable assistance and participation with the Career Education Job Shadowing Project.  Please help us evaluate the project by responding to the following items.

Business Contact Person:




  Phone:



School Name:



 Student:






1.  Did the student make initial contact with you?



Yes
  No

2.  Did the student call a few days ahead to confirm his/her visit?

Yes
  No

3.  Did the student arrive at your location on time?



Yes
  No



4.  How did the student demonstrate interest? 





 
5.  Did the student ask questions during the visit?



Yes
  No

6.  Did the student behave courteously?




Yes
  No

7.  Did the student dress appropriately?




Yes
  No

8.  Would you be willing to host a Job Shadowing student next year?
Yes
  No

Recommendations for improvement: 
































Comments: 




































VERIFICATION OF ATTENDANCE
I verify that on 


(date) from 

 until 
        ,  






 (student name) was present at 







(company name) as part of the shadowing experience with Akron Public Schools.

EMPLOYER’S JOB SHADOWING INFORMATION SHEET

PURPOSE
Job Shadowing is a program for eighth grade students designed to personalize the career exploration process.  By exploring careers first hand with you, students can examine personal insights and other valuable information about your job that cannot be found in books or other sources.  In addition to the occupational information, we want students to “feel” what it is like to work in your job.  In other words, students could be given simple tasks to perform or help with your job assignments that reflect your job duties.

TIMELINE
Students are asked to experience a typical workday with you.  Times can vary from the regular school schedule.  A six-to-eight hour day that reflects your job duties would be fine.  If your workday is generally longer than eight hours, please help your student to understand that this can be a part of this type occupation.  If possible, the student should also accompany you on your lunch break.  Please notify them if they are to bring money or a bag lunch.

STUDENT REQUIREMENTS

Students should have made personal contact with you prior to their visit and given you this information sheet.  They will be required to complete a “Worker Interview Sheet” with questions about your job.  Additional requirements may be assigned.

ADDITIONAL SUGGESTIONS

1.  
Emphasize education and training requirements and discuss courses they should be 
taking in high school if interested in your career.

2,
Introduce them to other workers at your work site if they may have interest in those jobs as well.

3.
If work is too dangerous or impossible for a young person to observe, please make 
arrangements with co-worker to take your “shadower” during those times.

4.
Students cannot be included in dangerous job situations.

Student name: 





 School: 



School Phone Number: 




 Date of Visit:



Teacher Contact: 










Please notify the teacher as soon as possible if any change occurs.
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