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Job Shadow Checklist  

□ Identify careers related to your career pathway that you would be interested  
in shadowing.   

□ Practice calling a prospective job shadow host.   

□ Call prospective job shadow host, arrange appointment (exact time, date and  
location). Use page 4 to keep track of the details .   

□ Complete the following form and turn in to your Advisory teacher before you  
begin your job shadow.   

_____ Job Shadow Proposal Form (page 5).   

□ Take the following to your job shadow to record your findings:  

_____ Interview Worksheet (page 7)   

_____ Job Shadow Time Log (page 8)   

□ When the job shadow is over, complete the following:   

_____ Write a thank you letter to your job shadow host (page 9). Turn in to  
your Advisory teacher with a properly addressed and stamped envelope  
please do not seal the envelope.   

_____ Complete the Job Shadow Reflection Form (page 10 & 11) and turn  
in to your Advisory teacher.   

_____ Turn in you completed Job Shadow Time Log to your Advisory  
Teacher.  

 
 
 
 
 
 
 
 
 
 
 



What is a Job Shadow?  

A job shadow is a learning experience that takes place at a business or organization in  
your community. The Job Shadow is a required assignment for you high school  
and beyond plan.  

Why are Job Shadows important to me?  

Job shadows give you a chance to:   

➢ Begin to identify career interests by observing the daily routine of workers.  ➢ Learn 

about the academic, technical, and personal skills required by particular jobs.  ➢ 

Understand the connection between school, work, and your goals for the future.  ➢ 

Develop the skills required to secure future employment.   

What can I expect on Job Shadow day?  

➢ See how the knowledge I am gaining in school is used on the job.  

➢ See people’s job duties and responsibilities.   

➢ Understand the skills and education that I need to get a good job.  

➢ Learn what employees receive besides a paycheck.   

➢ Find out more about the workplace I am visiting.   

➢ Explore some new career ideas for myself.   

Job Shadow Requirements  

➢ Your experience must consist of a minimum of four hours. Every effort should be 
made to complete job shadow hours outside of the school day – plan ahead to 

schedule job shadows during breaks or other non-school days.   

➢ Complete entire process and turn assignments in, on time and in a 
professional format. 

 
 
 
 



Making the Contact  

Before contacting the employer, make sure that you have the person’s full name.  
In addition, make sure that you contact them at a convenient time. For example,  
do not call a restaurant during meal hours.   

1. Introduce yourself, your school, and your purpose for calling.   

Hello, is _____________________ (the manager) available 

please? Hi my name is _____________________.  

I am a student at Bethel High School and would be interested in job shadowing at your  

company.  

I would like to do a job shadow that would give me the opportunity to spend four to ten  

hours in your business setting. I would like to observe your workplace and interview a  

worker to learn more about this occupation. This will help me make informed decisions  

for my future.  

Do you think you can help me? (Yes) (No)  

If not, do you know of someone in your field that may be willing to assist me with this  

project?  

** Remember they are doing you a favor; try your hardest to work around their  
schedule!   

2. Make sure that you have the following information before you hang up.   

Date of the job shadow: ________________  

Beginning and ending times of the job shadow: 

________________ Name of the business shadowing: 

________________  

Name of the person and appropriate title being observed: ________________ 

Address of the job shadow: ________________ Phone and email address:  

________________ What is your dress code? ________________ **Be prepared to 

answer questions about yourself, your experiences, and why you have chosen this  career  

 
 
 
 
 



Job Shadow Proposal Form  
Complete all information and turn in to your Advisory Teacher before going to your job  
shadow site.   

Name: _________________________________ Advisor: _____________________________  

Career Pathway: ____________________________ Grade Level: _________  Job Shadow 

Site:______________________________________________________________ Contact: 

_______________________________________Title: ____________________ 

Business/Organization: ________________________________________________________  

Address: _____________________________________________________________________  

Phone:_____________________ Email: _________________________________________   

Directions to Site:   
______________________________________________________________________________ 
______________________________________________________________________________  
______________________________________________________________________________  

Scheduled date of job shadow: _________________________________________________  

Start time:___________________ End time: _______________________  Meal plans: 

___________________________________________________________________  

Transportation Arrangements: __________________________________________________  

Special Instructions (dress code, safety gear, etc.):   

______________________________________________________________________________  

______________________________________________________________________________ 

 
 
 
 
 
 
 



Tips for success in the workplace  

Proper behavior at the workplace:   

Be reliable and prompt  
Be honest  
Have a positive attitude – be friendly, courteous, polite, and cooperative with workers  
and clients Notify the appropriate supervisor (your job shadow host) if you are going to  
be late or absent  
If you do not understand something, ask questions or ask for help   

Grooming   

Students are expected to be well groomed and to wear appropriate attire for most  
business/industry programs. Please refer to your student handbook for appropriate  
dress guidelines for school. Make sure to ask employers about their dress code, refer  
to information received during phone call and recorded on your Job Shadow  
Registration Form.   

All   

• Be reliable and prompt  
• Turn off ALL electronics (cell phone, iPad, etc.)   
• Clean hair, neatly styled; teeth and nails clean   
• Freshly showered/bathed  
• Appropriate jewelry  
• Light or no fragrance   
• No hats  
• Remove alternative ear and body piercing   
• Follow company dress code  
• No flip-flops   

Men  

• Dress shirt and tie  
• Dress slacks (no blue denim)   

Women   

• Skirts, dresses or dress slacks (no blue denim)   
• Appropriate skirt/dress length   
• No exposed midriff, back, or shoulders   
• No low cut or revealing attire   
• No shorts  

 
 



Interview Worksheet  
Questions to ask during a job shadow  

Interview your job shadow host using the questions below. Write your host’s responses  
in the space provided. You may include questions based on your research, either  
confirming information gathered or enhancing information. Stay away from personal  
issues, including salary.   

1. How would you describe a typical day at your job? ___________________________  
______________________________________________________________________ 
2. What do you like most about your work? ___________________________________  
______________________________________________________________________ 
3. If you could change something about your work, what would it be? _______________   
______________________________________________________________________ 
4. In what way are the following work habits important for this job?   

• Following directions: _______________________________________________ • 
Being accurate: ___________________________________________________  • 
Participating as a team member: ______________________________________ • 
Working independently: _____________________________________________   

5. How would you describe the people who work here in terms of their age, gender, and  
racial/ethnic backgrounds?   
______________________________________________________________________   

6. How has technology affected this job?   
______________________________________________________________________ 

7. How do you think this job will change in the next five years? The next ten years?  

______________________________________________________________________ 

8. What skills and training do you need for this job?_____________________________   

9. What advice would you give to a high school student interested in this profession?  
______________________________________________________________________   

10.What are your job responsibilities? _______________________________________  

11.Additional Information or Comments: _____________________________________  



 



 
 
 
 
 
 
 



Job Shadow Reflection Form 

 



 

 
 
 
 
 
 
 
 
 



 
 

Frequently Asked Questions  
Bethel High School  

1. Is the Job Shadow required? Yes, the Job Shadow is required. It is required to  
pass Advisory   

2. Will the school help with the contact and placement of the Job Shadow  
experience? It is the student’s responsibility to contact the location and speak with the  
community member. The school can help with a contact name or location. We will do  
what we can to help students. Students can check with the Career Center for  
assistance.   

3 Can the Job Shadow be completed in a business where relatives work? Y es,  
students may do their shadow in a family business but they will not be allowed to do the  
8 hours Community Connection in their senior year with family members.   

4 What if I can’t find a Job Shadow location in the career I want? If the career of  
your choice (I.e. astronaut) cannot be found in this area you may have to choose  
another career in your pathway that appeals to you.   

5 Do I work or do I just observe when I Job Shadow? It will depend on the job and  
the community member as to the amount of participation you will actually do.  


