PALMERTON AREA HIGH SCHOOL
“JOB SHADOW DAY”
MENTOR PACKET
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Directions:  
1. Please review the packet and fill out the Pre-Visit Sheet.  
2. Return the Pre-Visit Sheet to Mrs. Danzeisen by mail, fax, or email.  
3. Read the suggested activities for the shadow experience.  
4. Please complete the student evaluation after the student’s shadow is completed and return to Mrs. Danzeisen by mail, fax, or email.
Thank you for you time and commitment!!!

Palmerton School District Shadow Program
Pre-Visit Information

STUDENT NAME




  SHADOW DATE:



Thank you for your participation in our shadowing program.  Please review the following steps and complete the necessary information for your student apprentice.  This will help us in orientating our students about your company.  Return this form ASAP to:

Mrs. Jennifer Danzeisen, Business Teacher

Palmerton Area High School

3525 Fireline Road

Palmerton, PA   18071

Email:  jdanzeisen@palmerton.org
Fax:  610-826-4929

1.  Determine whether you or someone else in your company will do the mentoring/shadowing with the student over the visits.

Mentor Name:





   Job Title:  





2.  Include the address of your company as well as detailed directions.  

3.  Give specific directions as to the entrance/reception area and the person to ask for.  Also, give suggestions for parking.

4.  Date and suggested arrival time:

/
  Suggested quitting time:



5.  Lunch:

Carry

Available to buy

Will be provided

6. Dress Requirements:  









7.  Your name:  




Business Phone:





8. Business Email:






Thank you very much for your continued interest and cooperation.  If you have any questions, please contact Mrs. Danzeisen, the cooperating teacher, at 610-826-3155 Extension:  2257 or email me jdanzeisen@palmerton.org 
School to Career “Shadow Day”
Suggested Employer’s checklist

1. Break the ice and get to know your student on a personal level.  Career development is only one aspect of an individual’s overall growth and learning.

2. Orient your student when he/she first arrives. Discuss how long your student can expect to be with you, emergency procedures, hazardous or restricted areas or “rules of the day”.  Review what the student might see or do.  Encourage the student to ask questions!
3. Gather information about your student’s expectations and level of awareness regarding careers.  What knowledge, skills, attitudes or motivations does he/she bring?  Try to distinguish between “lay’ interests and “career” interests.  An interest in scuba diving, space exploration, or music may not be adequate as a basis for career decisions.

4. Review the nature, setting, and function of your organizations.  A mini-tour will help your student to understand your business and its role in the economic system.

5. Focus on your specific occupation:  duties, working hours, attitudes desired, skills needed, salary, fringe benefits, education’/training requirements, advantages and disadvantages.  If convenient, you may wish to work as normal while your student observes.

6. Provide students with a “task” or some “hands on” experience (greeting a customer, using the word processor).  Give your student the opportunity to discuss feelings and reactions to what he/she has done.  However, there is no employer/employee relationship and students are not required to work and will not be paid.
7. Share your personal career history.  Help students to understand the need to acquire, develop and practice attitudes and behaviors that are effective in the career/life situation.

8. Arrange for students to meet and talk with other people in your business.

9. Discuss “employability” and “job-getting skills”. What does your business look for when hiring?  Discuss goal setting, finding job leads, summer jobs, selling yourself, the resume interview.

10. If possible, establish a “mentor” relationship with your student that goes beyond this experience.  Encourage your student to maintain personal contact, report back to you after following up on your recommendations or invite your student back on non-school time.

11. Evaluate this experience with your student.  Answer any final questions.  Discuss what he/she and you have learned.

12. Be proud of a job well done!  Thank you for the time and energy you to took to care and share.
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EMPLOYER EVALUATION FORM

Business/Company:___________________________
Shadow Date:__________________

Mentor Name:_______________________________
Title:_________________________

Student:____________________________________
School District:________________

Thank you very much for your recent participation in our Job Shadow day program.  Will you please provide information about your session for our records to verify the student’s attendance and behavior.  

Please evaluate the student using the following scale: (Circle one)

4 – Excellent/Impressive 

3 – Good/Above Average

2 – Average/Adequate

1 – Needs Improvement

Punctuality








4     3     2     1

-Student reported to mentor on time

Attire/Dress








4     3     2     1

-Student’s dress was appropriate for job site




Interest








4     3     2     1

-Student seemed eager to learn and asked questions

Interpersonal/Communication





4     3     2     1

-Student was attentive and cooperated with others

Attitude/Manners







4     3     2     1

-Student was pleasant and polite




  

Following Directions







4     3     2     1

-Student was able to understand and carry out instructions     

Signature of Mentor: 







Please indicate if you are interested in being involved with other career activities:

___Career Presentations     ​​___Internships     ___Co-op Ed. Training  

___ Teacher visits/tours      ___Serving on an Advisory Committee

Comments:












please return form to:
Mrs. Danzeisen, 3525 Fireline Rd, Palmerton, PA  18071 or jdanzeisen@palmerton.org 
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