


Job Shadow Guidelines
STEP ONE:  RESEARCH

1. Need help deciding on a career that interests you?  Utilize the Oregon Career

Information System (“CIS”) website http://oregoncis.uoregon.edu for help.  We recommend you complete the “Occupation Sort” and save your results to your Career Planning Portfolio.  Please see Jennifer McNeil if you need log-in instructions for the CIS website.  As you research the career that interests you and consider the following questions.  

· What is the future outlook and growth rate for this career?
· What are the recommended high school courses for this career?
· What path will lead to this career – is a college education required?
· Are apprenticeship programs offered?
· How much college is required?  
· Which undergraduate majors best prepare you for this career?  
· What schools have this program of study?
STEP TWO:  PREPARE FOR THE JOB SHADOW VISIT

  
1.  Call prospective job shadow host, arrange appointment (exact time, date, and location).  If organization is unable to accommodate you, ask for other leads.

  
 2.  Complete the job shadow registration and parent consent form (pages 4 and 5).  This form must be turned in to the Career Center before you begin your job shadow.  Make a copy and have it with you when you are on the job shadow site.
sTEP THREE:  cOMPLETING THE JOB SHADOW EXPERIENCE

      1. At the end of the shift, have the person you shadowed fill out an evaluation form.  They can either give it back to you, or send it directly to the school.  Your Job Shadow will not be considered complete without this form. 

2.  Write a thank you letter to your job shadow host (example on page 7).  You must turn in a copy of the thank you letter to Jennifer McNeil in the Career Center.  Your Job Shadow will not be considered complete without the thank you letter. 

3. Complete the job shadow Reflective Essay Questions (see page 8). 
Turn in a copy of the registration form, evaluation form, thank you letter and the reflection essays to the Career Center to receive credit.
JOB SHADOW PAPERWORK CHECKLIST:
_____ Registration and Parent Consent Form (turn in before your job shadow!) 
_____ Evaluation Form (to be filled out by the person you shadow)  
_____ Thank You letter (one sent to job site, one turned in to Career Center)
_____ Job Shadow Reflective Essay Questions 

What is a Job Shadow?
A job shadow is a Career-Related Learning Experience that takes place at a business or organization in our community.

Why a Job Shadow?

A job shadow will give you the opportunity to link your high school experience to what you will study in college and do for a career.  You will be able to observe daily routine, ask questions related to academic and job-related skills, and make connections with people already working in that career.

When do I start a Job Shadow?

You can start and complete your Job Shadow experience in your Personal Finance class. However, because this is a graduation requirement, if you do not finish it in that class, you will need to complete it by graduation.

Where do I do my Job Shadow?

You may choose to do your job shadow in a business or organization of your choice.  You should shadow a profession you genuinely want to learn about.  
Job Shadow Requirements

All job shadows must:

· Be a minimum of eight (8) hours, all on one day or broken into two days;

· Take place outside of school hours.  Plan ahead to schedule after school or non-school days.  If it is absolutely necessary to miss school, you must have staff approval in advance. Please follow the pre-arranged absence protocol.
· You must turn in your Registration & Consent form to the Career Center BEFORE you do the job shadow.
· You may NOT shadow a parent.  If you wish to shadow another family member, you need to get special permission in advance.
The Job Shadow is a graduation requirement.
Finding a Site

Some of you may have the perfect person or business in mind for your job shadow.  Others of you may not have any ideas at all.  When starting to think about whom you can job shadow, ask the people closest to you for suggestions.  Talk to your parents, teachers, friends, and the Career Center.

Before contacting a site that you would like to job shadow, make sure that you have the full name of a manager or supervisor that you will talk to.  Have all information about the job shadow experience ready and available.  Call at a convenient time, and ask if they have time to talk with you.
Have the following information before you hang up:

· Date of the Job Shadow confirmed
· Beginning and ending times

· Name of the business or organization
· Business address
· Name and title of the person being observed
· Contact info: phone and email
· Your dress code for job shadow
Remember that they are doing you a favor, work around their schedule!

Questions?

College and Career Center

Jennifer McNeil

Ph: 503-668-8011 ext. 7111

jennifer.mcneil@ortrail.k12.or.us
Job Shadow Registration & Parent Consent Form

Attention – this is a 2-page form
Complete all information (both pages) and turn it in to Jennifer McNeil in the Career Center BEFORE you complete your job shadow.  Please make a copy and take with you to the job shadow site.  
	STUDENT NAME
	ID NUMBER

	
	

	
	GRADE

	
	

	JOB SHADOW SITE (NAME OF THE BUSINESS/ ORGANIZATION)

	

	CONTACT PERSON
	TITLE

	
	

	PHONE
	EMAIL

	
	

	ADDRESS OF JOB SHADOW  LOCATION

	

	DATE OF JOB SHADOW

	

	START TIME
	END TIME

	
	

	TRANSPORTATION ARRANGEMENTS – How are you getting there?

	

	OTHER INSTRUCTIONS (Specific dress code, safety gear, etc.)

	


	STUDENT NAME
	ID NUMBER

	
	

	
	GRADE

	
	


All parties agree:

· That this is a non-paid position and the student may perform work-related activities.

· School personnel may not be present when a student is on-site.


Career Advisor: Jennifer McNeil
Phone: 503-668-8011
Ext: 7111

In case of a Medical Emergency:

	Parent/ Guardian
	Primary Phone
	Alternate Phone

	
	
	

	Other emergency contact

Please identify by name and relationship (relative/friend)
	Phone

	
	

	Doctor’s Name
	Phone

	
	

	List any medications or allergies

	

	List any physical or mental impairment that substantially limits one or more major life activities, such as walking or learning and requires accommodations

	


Signatures: 
Parental consent to release information to work site representative.

Authorization is for emergency medical treatment and permission for the student to participate in the activity.

Student Signature

   Date


Parent/Guardian Signature
    Date

Reminder: you will need to take a copy of this form with you to the job shadow site.
Complete all information (both pages) and turn in a copy to Jennifer McNeil, Career Center Coordinator, BEFORE you complete your job shadow.  
Sandy High Extended Application

Job Shadow

EVALUATION FORM

Student Name________________________________________________________________ 

Mentor Name (person who was shadowed) ________________________________________

Job Shadow Date______________________________________________________________

Please rate the student on the following:







Excellent
Good               
Fair

Poor
1) Prompt / Ready for the day

     [ ]

   [ ]

 [ ]

  [ ]


Comment______________________________________________________________

2) Attitude / Personality


     [ ]

    [ ]

  [ ]

   [ ]


Comment______________________________________________________________

3) Attire




     [ ]

    [ ]

   [ ]

   [ ]


Comment______________________________________________________________

4) Asked Relevant Questions

                  [ ]

    [ ]

   [ ]

    [ ]


Comment______________________________________________________________

5) Do you see this student as a possible candidate for future employment in your field of

     work? Why or why not? 

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6) Overall Rating

Excellent
Above Average
Average
Below Average

    (Please circle one)

Mentor Signature___________________________________     Date_____________________________________________
If you do not wish to send this form back with student, please mail it to:  

Sandy High School 

Att: Jennifer McNeil                                                                                          or fax: 503-668-7646

37400 Bell St.

Sandy OR  97055
THANK YOU LETTER EXAMPLE
(Send a copy of a thank you letter directly to the person you shadowed.  Please turn a copy into Jennifer McNeil in the College & Career Center.)


[image: image1]
DO NOT COPY – USE YOUR OWN WORDS

Job Shadow Reflective Essay Questions

Please list the following at the top of the front page:

· Student name and ID number

· Name of job shadow business/ organization

· Name and phone number of job shadow contact person
Please type each question and answer.  Responses must follow these guidelines (sub-standard responses will not be accepted):

- Responses must be at minimum a half-page long.
- Responses must be in 12 point font, double-spaced.

- Responses have normal 1-inch margins.
- Responses must be typed.  Hand-written assignments will not be accepted.

1. Explain 3 things you learned from your job shadow experience.
2. Explain what you liked most about your job shadow.  Provide 3 examples to support your evaluation.

3. Explain which elements of your job shadow surprised you.  Be specific.

4. Explain why you would or would not like to have this job in the future. Provide at least two examples to support your conclusion.

5. Describe the connection between your job shadow experience, your goals, and your plans beyond high school. Has your Job Shadow affected your plans regarding college course of study, trade school, apprenticeship, skills to acquire, etc?  What are your post-high school plans at this point?









5151 SW Pioneer Blvd.


Sandy, OR 97055	


January 1, 2009














Mr. John Oppenheimer


Director of Personnel


The Boeing Company


2248 SE Sandy Blvd.


Portland, OR 97220 





Dear Mr. Oppenheimer:





Thank you so much for allowing me to visit and job shadow you at Boeing on Tuesday, December 19.  You shared valuable information with me regarding 						 that will help me understand in much greater depth my project on 			. It was an interesting and enjoyable visit.





The job shadow was very informative as I learned 																																											





Again, thank you for taking the time from your busy schedule to help me learn more about 				.  The information you shared with me will be extremely valuable as I complete my Extended Application Career Requirements.





Sincerely yours,











Suzi Sandy




















Place 4 blank lines between the Date and mailing address.

















Place 1 blank line between the mailing address and the salutation and between the salutation and the first paragraph.











Single-space the body of the letter with one blank line between paragraphs.








There is no need to indent paragraphs when using this letter style.








All letters should include a minimum of three paragraphs.








Place 1 blank line between the final paragraph and the complimentary closing.





Place 3 blank lines between the closing and your typed name to leave room for your handwritten signature between the two.
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