
As a student in the Career Studies course, you will have the opportunity to learn through direct observation, the skills, abilities and aptitudes required to have a successful work career.

Since most individuals will experience several changes in employment and careers (in some estimates, up to ten), it is essential that students begin to investigate a variety of possibilities that may be explored over their high school careers.

Goals for Job Shadowing Assignment:

This activity will allow the students to meet a number of the objectives of this course, including:

· An opportunity to experience community based learning;

· Gain practical experience in personal management skills;

· Gain knowledge of selected occupations;

· Identify effective and ineffective ways of dealing with transitions and change;

· Identify common interview questions and demonstrate their ability to respond appropriately and effectively;

· Complete a resume and identify questions relevant to career-related information and use them effectively in interviews.

Process:

Assignment distributed and discussed:
March 1, 2016
Job Shadowing to be confirmed by:

March 24, 2016
Workplace Safety Presentation:

March 30, 2016
Job Shadowing to take place:


April 6, 2016
Written Report Due:



April 12, 2016
How to land a successful Job Shadow placement:

	#
	Criteria:

	1.
	Create a polished résumé suitable for submission to the job shadowing site (in-class activity).

	2.
	· Contact the employer/employee.

· Gain permission to Job Shadow them.

· Confirm Job Shadow site with your teacher.

If you are having problems locating an employer, please discuss your concerns with the teacher immediately...SOONER NOT LATER!!

	3.
	· Set up an appointment to sign permission papers at Job Shadow site.

· Familiarize the employer with the goals of the Job Shadow day (page 1).

	4.
	Attend Workplace Safety Presentation. {You will not be permitted to participate in the Job Shadow day without this safety presentation.}

	5.
	Complete Job Shadow day on Wednesday, April 6, 2016.

 Be sure to obtain necessary information for Observations and Interview Questions!

	6.
	Job Shadow Report due Wednesday, April 12, 2016.

· Complete Observation Sheet.

· Complete Interview Questions.

· Prepare a Cover Sheet (name of assignment, teacher name, place of job shadow, date due, date submitted).

· Attach Cover Sheet to your work.

· Attach Evaluation Rubric to the front of your report.





Parental Consent Form

As the parent/guardian of ____________________________, I acknowledge and support his/her participation in the Job Shadowing activity for Career Studies course.  I am aware of the following aspects of the activity in which he/she will be involved:

1.  In preparation for this activity all Career Studies students will be receiving some 

     training on workplace health and safety.  Among other topics, the students will be 

     instructed on hazardous materials in the workplace and the right to refuse unsafe work.  

     (Although work is clearly not the goal of this experience – the students are “job       

     shadowing,” observing only! – it is important that the student have some 

     knowledge and understanding about the very real issues concerning safety in the 

     workplace).

2.  It is the responsibility of the student to make arrangements with the employer.  The 

     job shadowing activity will be completed on Wednesday, April 6, 2016 and is a 

     required portion of the evaluation of this course.  If the student is absent on that 

     particular day, it is his/her responsibility to call the employer and the school to inform 

     them of his/her absence.  In addition, he/she will have to make alternate arrangements 

     with the employer and the teacher in order to complete the activity.

3.  There are several activities that must be completed prior to, as well as following the 

     job shadowing (i.e. resume, create a list of interview questions, journal entry).  A 

     written report is to be completed and submitted the Tuesday following the job 

     shadowing experience (due: April 12, 2016).

4.  Students are required to provide their own transportation to the placement.  Public 

     transportation and/or walking are the recommended method.  Students are discouraged 

     from using their own vehicles.

5.  If special clothing/safety equipment is required, students will be required to provide 

     their own equipment (i.e. steel toe boots).

To be signed and submitted to the teacher by Thursday, March 24, 2016.

___________________________________


______________________


         Student Signature




                          Date

___________________________________


______________________

                         Parent/Guardian Signature





        Date

___________________________________


Name of Workplace Contact Person

Student Contract

Career Studies – Job Shadowing

As a student at Roland Michener Secondary School enrolled in the Career Studies course, I ________________________________ (name of student) have made arrangements for a job shadowing opportunity.  The following form provides details and signatures as required.  The job shadowing activity will occur on Wednesday, April 6, 2016.  I recognize that I will be released from my day of classes to attend a work placement.  It is my responsibility to ensure that my other teachers are informed of this activity and that I get the work that I will miss from my classes prior to April 6th.  

I acknowledge that all existing school rules and the code of behavior apply to me and remain in effect while participating in the job shadowing experience.

I further acknowledge that this is an observation exercise only.  At no time will I engage in actual work or operate equipment of any nature.

The Board’s Liability Insurance protects students and employers while students are engaged in work experience programs.  Thus, the student and the employer are protected in the event they are sued for alleged negligence arising out of the student’s involvement in the work experience program.

To be signed and submitted to teacher by: March 24, 2016.

Name of Business:

________________________________________________

Address of Business

________________________________________________

& Full Mailing Address:
________________________________________________





________________________________________________





________________________________________________

Name of Employee to be shadowed: __________________________________________








      Please print clearly





                ________________________________________________________________







Signature of Employee/Employer agreeing to be shadowed

___________________________________________
                                        __________________________________________

                 Signature of Student




                                      Date

Observation Sheet
Observation questions and answers are to be typed.

1. Identify at least 5 specific skills (that you observed) required by employees at this workplace.  Explain how these skills relate to work being done effectively.

	Skill #
	Observed Skills
	How did skill relate to work being done?

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	


2. Identify the personality traits that are necessary for this career.  Explain why they are necessary.

	Aptitude #
	Personality Traits
	Why are they necessary?

	1.
	
	

	2.
	
	

	3.
	
	


3. 
a) How are instructions/work assignments carried out by the employees?  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

b) Comment on the level of enthusiasm, effort, etc., when carrying out instructions or work assignments.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. 
What appears to be the dress code for this workplace?  What specialized items (clothing, equipment, etc.) are required in order to work in this workplace? Be specific for both men and women.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. 
Give an example of initiative on the job.  (When did you observe someone doing something without being asked to do so?)  How did this display of initiative benefit the workplace?

	Initiative #
	Demonstration of initiative
	Identify the benefits for the workplace.

	1.
	
	

	2.
	
	

	3.
	
	


6. 
Explain whether or not you would consider seeking employment at this workplace in the future.  Be specific and use concrete examples.

YES, I would enjoy working for _____________________________________.

NO, I would not enjoy working for___________________________________.

I, would MAYBE enjoy working for __________________________________ if the opportunity arose.

REASON FOR ABOVE CHOICE WITH EXAMPLES:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Interview Questions

Interview questions and answers are to be typed. (This is a working copy only!)

1.
How long have you been employed at/owned this workplace?


______________________________________________________________________________________________________________________________________________________________________________________________________

2. 
Is the primary nature of the job dealing with people, things or data/information?  Please explain and comment briefly on your answer.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. 
If you were considering hiring an employee for an entry level position, what skills would you require?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. 
What courses should I take in high school to prepare me for a career in your field? Explain.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. 
Do employment opportunities in this field appear to be on the increase or on the decrease?  Why? / Explain.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Create a minimum of five (5) additional questions that you would like to ask your job shadowing “employer”. {Do not ask questions of a personal nature. i.e. income, benefits, etc.}

Questions must be approved by your teacher!!!

6.

7.

8.

9.

10.

RUBRIC: JOB SHADOW EVALUATION

	Categories
	R
	Level 1
	Level 2
	Level 3
	Level 4

	When selecting a job shadow placement, the student took personal interests, aptitudes, abilities and values into consideration.
	Did not demonstrate ability to analyse and evaluate personal attributes.
	Demonstrated limited ability to analyse and evaluate personal attributes.
	Demonstrated some ability to analyse and evaluate personal attributes.
	Demonstrated considerable ability to analyse and evaluate personal attributes.
	Demonstrated thorough ability to analyse and evaluate personal attributes.

	 The student demonstrated effective use of personal management skills:

a) confirmed job shadowing placement

b) arranged appointment/interview

c) returned parental consent

d) returned student contract
	Did not demonstrate use of personal management skills.
	Demonstrated limited use of personal management skills.
	Demonstrated some use of personal management skills.
	Demonstrated considerable use of personal management skills.
	Demonstrated thorough use of personal management skills.

	The student demonstrated an ability to organize and evaluate information.
	Did not demonstrate ability to organize and evaluate information.
	Demonstrated limited ability to organize and evaluate information.
	Demonstrated some ability to organize and evaluate information.
	Demonstrated considerable ability to organize and evaluate information.
	Demonstrated thorough ability to organize and evaluate information.

	The student used effective communication skills (grammar, punctuation, vocabulary) in the completion of the report.
	Did not demonstrate effective communication skills in the completion of the report.
	Demonstrated limited communication skills in the completion of the report.
	Demonstrated some communication skills in the completion of the report.
	Demonstrated considerable communication skills in the completion of the report.
	Demonstrated thorough communication skills in the completion of the report.

	The student completed the report according to proper format and deadlines.
	Did not demonstrate ability to follow format and deadlines.
	Demonstrated limited ability to follow format and deadlines.
	Demonstrated some ability to follow format and deadlines.
	Demonstrated considerable ability to follow format and deadlines.
	Demonstrated thorough ability to follow format and deadlines.


Your report must be typed!!!�
�









