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Job Shadowing Packet

Student Name:	____________________________
DACC Program:  _____________________________
Lab Instructor:   _____________________________

Location: __________________________________
Date: _____________________________________


*You will need to complete (1) packet per Job Shadowing experience


DAY OF JOB SHADOWING

1. Be punctual: Arrive 10 – 15 minutes early.  If there are any problems and you will not arrive on time, call your host immediately.

2. Dress professionally:  Wear clothing that is appropriate to the position/program, including any necessary safety gear. If you have questions about what you should wear or bring, call your host prior to shadowing day.


3. Communicate clearly: Upon arriving at your site, introduce yourself, and ask for the person you are shadowing. Remember to speak clearly. At all times, demonstrate good manners and appropriate language.  
	
4. Use positive non-verbal communication: Make a positive impression with your facial expressions and tone of voice. Maintain eye contact when speaking and listening to others. Use a strong handshake when introducing yourself. Keep your cell phone put away.
	

5. Listen actively: Show genuine interest in what your host is saying. Be observant of your environment and participate in every opportunity that is provided to you. Ask questions as appropriate times.


6. Be safe: Adhere to all safety guidelines, even if you observe others not following them.  NEVER do anything with which you are uncomfortable.


7. At the end of the day, make sure to thank your host, shake his/her hand and thank him/her for working with you.
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Prior to Job Shadowing Day, complete some research about your location.  Use the space below to write down questions you want to ask your host while you are there: 
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


AFTER JOB SHADOWING
Now that you have completed your job shadowing experience, take some time to reflect.  Complete this form and submit to your Lab Instructor when you return to school.   

1. Describe the job site you visited.  (Explain the environment, the type of activities you participated in, and the overall experience, etc.)





2. What did you like best about your job shadowing experience? 




3. What did you like the least?




4. What surprised you the most about what you observed, heard, saw, or learned?




5. Would you consider working here?   Why or why not?




THANK YOU LETTER
Using the model below, draft a thank you letter to your host.  Address your envelope but DO NOT seal the envelope.  Turn in your letter and addressed envelope to your Lab Instructor when you return to school. This will be a graded assignment. 



Delaware Area Career Center
4565 Columbus Pike
Delaware, OH. 43015


Host Name, Title
Name of Company
Street Address
City, State, Zip Code



Dear (Mr. or Ms. + host’s last name):


Paragraph #1:     
Thank your host for the opportunity to complete a job shadowing experience. 


Paragraph #2:
Describe some of the things you learned as a result of the shadowing experience.  Highlight some of your favorite parts of the experience.


Paragraph #3:
Include add any additional comments you have and thank them again for allowing you to have this experience.



Sincerely, 

(sign you name in pen)

Type your name
image1.jpeg
DACC

DELAWARE AREN
CNAIREEIR CENTEI[R




