JOB SHADOWING ASSIGNMENT

STUDENT NAME:

GRADE: 

Rules and Expectations

1. Read the pre-visit information about directions and dress requirements. (if applicable)
2. Be on time at your business assignment.  Stay for the scheduled time given to you.

3. Be polite and professional.  Address people by “Mr” or “Ms” unless told otherwise.

4. Listen to your mentor and ask questions when appropriate.

5. Be attentive!  Pay attention to what is being said to you or shown to you.

6. Dress  appropriately.  Even if casual dress is required, be neat and clean.  No jeans, flip flops, high heels, tank tops, tee shirts, shorts, or very short dresses.

7. Obey all rules and regulations! Bring money for lunch just in case you have lunch on your own.

8. In the event of an emergency or illness on the day of the assignment, call your mentor to cancel and let your teacher/supervisor know of your absence. The business number will be located on your pre-visit sheet.  Call 826-3155 Ext 2257 or email at Jdanzeisen@palmerton.org 
9. Complete a 2-3-page report on your day. (questions are attached) 
10.  Share with the class! (If enrolled in Career Essentials)
11.  Send follow-up/thank you letter the next day to thank mentor for spending time with you. (Suggested)
11.  Sign out and in at the office when you leave for the day.
12. Please have your teachers sign your leave form.  You are responsible for work missed during the school day. 
13. All forms need to have a parent/guardian signature before the day of the shadow.
SUGGESTED INTERVIEW QUESTIONS
1. What job(s) did you observe?  What are the responsibilities?

What does the company/organization do?  Are there other departments?

2. What education is needed for this particular job?

3. What skills are necessary?

4. What training, if any is needed?

5. What are the approximate earnings for the job?  Fringe benefits?

6. What are the career advancement opportunities or other related jobs?

7. What are the advantages and disadvantages of this job?

8. What is the employment availability or future job outlook?

9. What are the working conditions like or the work environment?

10. Give examples of how these skills may be used in this job:

Teamwork

Problem-solving

Communication
Organization

Technology

Customer Service

11.  How are you evaluated?  Are their performance evaluations?  How often?
12.  Describe what you have learned from the experience. What did you get to do?  See?
13.  What were the positive and negative aspects?  Has this experience contributed your career goals in a positive or negative way?  Why?

Palmerton Area High School
Shadow Day Program Guidelines
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Name:

Grade:

Date:

Time:

Place:

Mentor:
[image: image2.wmf]Job Shadowing Student Information Sheet
Name: _________________________ My first name preference is ___________

School __________________________________________ Grade: __________

Parent/Guardian: __________________________________________________

Address: _________________________________________________________

Phone #: _____________________________ Work # _____________________

EMERGENCY/MEDICAL INFORMATION SECTION
Secondary Emergency Contact Person: ________________________________

Emergency Phone #: _______________________________________________

Medical/dietary restrictions (allergies), disability limitations/accommodations necessary:________________________________________________________

________________________________________________________________

Preferred Family Physician ________________  Phone ____________________

Preferred Hospital _______________________  Phone ____________________

1. What are your favorite subjects in school? Why? _______________________

________________________________________________________________________________________________________________________________

2. What do you enjoy doing outside of school? __________________________

________________________________________________________________________________________________________________________________

3. What careers interest you the most? ________________________________

________________________________________________________________________________________________________________________________

4. What school activities are you involved in? ___________________________

________________________________________________________________________________________________________________________________

5. What three words would you use to describe yourself? __________________

Please give this form to the employer for his/her review.
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Palmerton  Area High School Business Education Department:


(610) 826-3155, or FAX (610)826-4929  e-mail - - jdanzeisen@palmerton.org
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