JOB SHADOWING
Introduction

Job Shadowing is one of the most popular work-based learning activities because it provides students with opportunities to gather information on a wide variety of career possibilities before deciding where they want to focus their attention.

Job shadowing is typically a part of career exploration activities in late middle and early high school.  A student follows an employee at a firm for one or more days to learn about a particular occupation or industry.  Job shadowing can help students explore a range of career objectives and select a career major for the latter part of high school.

Job shadowing is a competency-based education experience that occurs at a work site but is tied to the classroom by curriculum that coordinates and integrates school-based instruction with work site experiences.  Job shadows involve student visits to a variety of workplaces, during which time students observe and ask questions of individual workers.  Unlike field trips, students play an active role in learning.  Classroom exercises conducted prior to and following the job shadow are designed to help students connect their experience to their course work and relate the visits directly to career pathways, related skills requirements, all aspects of an industry and post-secondary education options.

· Commitment varies from one hour to one full day per student

· Provides students a realistic view of a specific job

· Allows student to observe employees on the job

· Students are allowed time to ask questions

· Students may be required to complete related class assignment (journal, questions, etc.)

SETTING UP A JOB SHADOWING EXPERIENCE

Identifying Host Sites.  The first step in setting up a shadowing experience is finding employers who are willing to host students.  Many districts mail interest forms to different organizations with the community to establish a pool of possible sites.  Students may also identify possible sites on their own or with the help of parents.

Making Appointments.  For many students, contacting the organization and setting up dates and times to visit can be a valuable part of the learning experience.  If the student already has a contact within the organization, encourage him or her to make connections through that person.  If necessary, provide the student with the name and number of a contact person.  Make sure that the job shadow coordinator is aware of the arrangements that have been made.

Confirming Plans.  Students should contact the host to confirm arrangements and answer any questions about job shadowing.

Preparing Students.  Students need to be thoroughly prepared before they go out on a job shadow.  In addition to classroom preparation that focuses on research and exploration, there are practical concerns to be addressed as well.  Many districts provide students with job shadow kits that contain a combination of the following:

· Permission Slips.  Your district may require a variety of permission slips for activities that 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.  Some districts include permission slips at the end of an informative letter about the job shadow experience.  Permission slips should also cover transportation needs and medical emergencies.

· Teachers – Students should also be given a form on which each of their teachers can indicate that they have been informed about missed class time and provide instructions for make-up work.

· Outline of dress and behavior expectations.  While the classroom preparation for career exploration activities usually covers this information, it never hurts to reinforce the message that dress and behavior standards in the workplace are different than those at school.  Remind students that they are representing the program and the school, as well as themselves.  The coordinator should be aware of the dress code at each work site and discuss appropriate attire with students.  Students should be informed about sexual harassment issues.

· Questions to ask during the visit.  Students won’t always know what questions to ask of their host.  It may be helpful to provide students with a list of questions about career opportunities, educational requirements, and job descriptions.  These questions may also be used as research information in a follow-up activity or as the foundation for further exploration.

· Checklist.  Give students a checklist that includes everything they need to do to prepare for the job shadow.  Preparing a resume, getting permission slips signed, arranging schedules and transportation (if necessary) and doing background research are all possible checklist items.

· Thank you letter instructions.  A thank you letter to the job shadow host is very important.  Many districts provide students with a sample thank you letter to use as a model.  Encourage students to include at least one thing they learned or one classroom lesson that was reinforced during the visit.  Thank you letters should be reviewed by a teacher prior to being sent to ensure grammatical correctness, etc. (perhaps as part of a class assignment).

· Evaluation materials.  Ask students to evaluate their shadowing experiences.  Evaluations can also be included as part of a follow-up activity in which students write or talk about their experiences.

Preparing Employers.  Employers must be thoroughly prepared for the job shadowing experience.  Make sure that employers are aware of everything that they are expected to do.  Many districts prepare a handbook for employers which contains a combination of the following:

· Overview of legal responsibilities.  Although the job shadow is less complicated legally than other work-based learning activities, there are still some legal issues that employers should know.  Make sure that job shadow hosts understand potential liabilities in advance.

· Instructions for working with young people.  Many professionals are unaccustomed to the unique challenges of communicating and working with young people.  Remind hosts that they may be faced with student attitudes and expectations that may seem unrealistic in the workplace.  Encourage hosts to provide as many active learning experiences as possible.

· Activity suggestions.  If time allows, hosts should conduct mock interviews as a means of making the experience realistic for students.  Hosts should also 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.

· Use of basic skills.  Encourage employers to emphasize the ways in which mathematics, language, science, writing, listening, and interpersonal skills are used in the workplace.

· Checklist.  Employers will probably find a checklist very useful.  Checklist items might include: arranging parking, assigning hosts to individual students, preparing to interview students and informing other members of the organization about impending activities.

· Copies of student questions.  Help employers to be better prepared by letting them know what kinds of questions students will be asking.

· Evaluation materials.  Employer response to the job shadow program is essential for maintaining a successful operation.  Provide employers with forms on which they can evaluate student participation, as well as the program itself.

CONNECTING THE CLASSROOM TO THE WORK SITE
It is important to make the job shadowing experience meaningful by connecting it to classroom learning.  Connecting activities can take many forms, and should take place at all stages of the shadowing experience.

Pre-experience Activities
· Students research the general career fields and specific organizations in which they will be shadowing

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

· Students prepare questions to ask their hosts based on their research and writing

· Students and teachers discuss professional standards for behavior and dress

· Teachers emphasize practical applications for the concepts and skills they teach in class

On-site Activities
· Students ask hosts about the ways in which different academic subjects relate to their work

· Students observe practical applications of academic concepts

· Students ask hosts about their career paths and suggestions they have for others who are interested in the field

Post-experience Activities

· Students write about the differences between their expectations and the realities of the workplace

· Students and teachers discuss the connections they see between classroom learning and the workplace

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

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

Job Shadowing Questionnaire

Name of Student:____________________Date: _______ Time/From: __________ To: ___________

Name of Job Site: ___________________ Manager or Contact Person: _______________________

Area/Job shadowed: ___________________ Person shadowed: _____________________________

Student Interview Questions:

· “Is your job a full time position?”  




· “What are your hours/days of work?”  



· “Is there a dress code?”  





· “What type of technical training did you need to have to apply for this job?”  

· “Describe your duties on the job?”  



·  “How is this job satisfying or meaningful for you?”  

· “Do you supply any of your own equipment or tools?”  

· “What types of employment benefits do you receive through this employer”:

___ health insurance
___ vacation time
___sick leave

___ retirement benefits

___ dental insurance
___ profit sharing

___ vision insurance
___ 401K

· “Which benefits are the most important to you?”  

· “Do you have any recommendations for me?”  


Student’s reflection after shadowing:

· Was the job what you expected? 

· If yes, why?  







· If no, why not?  







· Is this a job you would like to do full time?  



· Note three things you learned from this shadowing? 

1. ____________________________________________________________________
____

2. ____________________________________________________________________
____

3. ___________________________________________________________________
_____

· What did you like best about the job?

_____________________________________________________________________
_________

· What did you like least about the job?

__________________________________________________________________
____________

· List the occupational terms you heard or read while at the job site?
_______________________________________________________________________
_______

_____________________________________________________________
_________________

______________________________________________________
________________________

· Your final thoughts:

______________________________________________

________________________________

_____________________________________________

_________________________________

_________________________________________
_____________________________
________

ALL SHADOWING EXPERIENCES MUST BE FOLLOWED WITH A STUDENT THANK YOU NOTE!
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