​TAKE CHARGE JOB SHADOWING PROJECT

This shadowing project will enable you to learn more about a career in which you have high interest. You will choose to shadow a career in one of the clusters/fields from your NCC assessments or from your Career Cruising results. Job shadowing will take place for a minimum of 3 hours up to a maximum of one school day. Your job shadowing project grade will be based upon the completion of the confirmation form and the packet that summarizes what you’ve learned. 
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Your responsibilities for this project are to:
· Review specific career guidelines before choosing your career area (on back).

· Contact the person in the career area of your choosing. Describe the project and your interest in the career. Arrange a specific appointment (day/time) during which you will complete your shadowing. 
· Do not shadow on the day of the Interview Fair:  _______________________
· Complete the Confirmation Form (below) by the assigned due date and hand it in to your teacher. The form must be complete to earn full credit. 
· Arrange for your absence to be cleared through the attendance office (ie: parent, teacher, etc). If you miss any classes during your shadowing appointment. Your absence will be counted as a Student Activity. 
· Notify your teachers in advance of your absence. You are responsible for making up any work that you miss in your classes.

· Go to your scheduled appointment. 
· Contact your shadowing partner a day or two ahead to confirm the appointment.
· Dress appropriately for the work environment in which you will shadow. 
· Conduct yourself appropriately – be observant; ask questions; take your packet. Fill in information as you learn.
· Complete the packet and supplemental online research, as soon as possible after shadowing. 

· Hand in your completed packet on the day it is due.                                                                          

· Write a thank-you to the person you shadowed within one week of completing the job shadowing.

----------------------------------------- CUT HERE and return form to teacher ----------------------------------------

TAKE CHARGE SHADOWING PROJECT CONFIRMATION FORM

           **Due on or before _______________________      Worth ______________ points
Student Name_________________________________________________________ Period/Block__________ 
The career I will job shadow is:__________________________________________________________________

The full name of the person I will shadow is: ________________________________________________________ 

The person’s place of work is: ____________________________________  Phone # _______________________
The person’s email address is: ___________________________________________________________________

My shadowing appointment is scheduled for this date: ________________________________________________ 

I will shadow at the following time:  _______________________________________________________________

I will meet the person at the following place/location:  _________________________________________________

The signatures below indicate an understanding of project deadlines and responsibilities. Parents/guardians,  please do  not sign  this  form  until  all  information  is completed  by  your student.  Thank you!
Student Signature_________________________________________________ 
Date________________________

Parent/Guardian Signature__________________________________________  Date________________________

GUIDELINES FOR JOB SHADOWING APPOINTMENTS
Do NOT schedule appointments with:

· LPS Middle Schools

· Parents/Guardians
· Individuals under the age of 21
· Individuals at your place of employment

· Teachers or staff at your own school building
HELPFUL HINTS:

· Don’t wait until the last minute to call and set up an appointment.  Certain places will require an application process, which will take several weeks.  Plan accordingly and start the process right away (for example:  medical careers, law enforcement, zoology, etc.)

· Bryan Health does not accommodate individual job shadowing requests.  They offer one designated Discovery Day day per semester – talk to your teacher for more information.

· DO NOT schedule your job shadowing appointment on the day of the Interview Fair.


GUIDELINES FOR MAKING THE PHONE CALL

The following is an example script you can use when you are calling to set up your shadowing experience.
1.  Introduce yourself…
"Hi, my name is __________"

2.  Tell them your school, class & project
"I'm from __(name of school)__.  I'm in a class called Take Charge.  In this class we are learning a lot about careers we are interested in pursuing when we finish our education.  One of our projects is to job shadow a person in the career I'm interested in.  I'm interested in ______________."

3.  Ask if they/or someone else would be 
"Would you or someone there be able & willing to 

interested in letting you job shadow them
allow me to come to ___(Place of business)____ to job shadow?"

4.  Schedule a specific date & time for your

appointment.  Needs to be 3 hours.  

Have your planner in front of you…and this 

worksheet!  Write down the information!!

5.  Give your contact information.  (In case 
“In case you need to reach me prior to this day,
They need to change the appointment.)
my phone number is __________________.”



6.  Thank them for their time (even if they
"Thank you.  I look forward to meeting you.  I will

say no!)
call back when the date approaches to verify."

7.  Call back and verify when the date approaches
DUE DATE:
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_________











This form must be 100% complete to receive credit!
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