Workplace Host Confirmation

Learning about business is simpler for students who through observation or otherwise gain an understanding of how the world of business works.  Your business has offered student(s) the opportunity to visit to gain an understanding of what a typical business day is like for workers and how they accomplish their work.

This information is being sent to confirm the job shadow date and time and to provide suggested host activities.  Thank you for your commitment to furthering the education of our students and the future workforce.

Shadowing Student’s Name _________________________________________________

School _______________________________________________  Grade Level _______

Parent/Guardian ______________________________________ Work # _____________

Job Shadow Site ______________________________________ Phone # ____________

Host Person _____________________________________________________________

Date of Visit ___________________________  Time _______am/pm to _______am/pm

Suggested Activities

1. Introduce the student to the staff.

2. Explain the occupation being observed.

3. Tour the facility (if possible/practical).

4. Create a small activity for the student to perform which is related to the career.  This activity could be planned in advance of the student’s arrival.

5. Expose the student to the same routine a new employee would experience.

6. Answer questions that the student has regarding the job.

Offer Answers to the Following Questions
1. Describe the employee’s occupation. (What are his/her duties?)

2. Describe the working conditions associated with the employee’s position (i.e., physical working conditions, amount of overtime required, stress level, amount of responsibility, amount of travel required, etc.)

3. What is the employee’s educational background?  What school subjects does he/she feel would be most helpful to prepare for this position?

4. What does the employee enjoy most about this position?

5. What does the employee find most difficult, stressful, etc. about this position?

6. What recommendations would the employee offer to someone who is interested in entering a similar position?

7. In the employee’s opinion, what type of attitude, personality traits, or personal characteristics are important in order to be successful in his/her career field?

8. What opportunities are there for advancement in this career field?

9. Describe this employee’s role in supervision.

10. What are the starting salaries and educational requirements at this company for persons who hold positions similar to the one that the student is observing today?

11. What does this company do to encourage it employees to continue their education?

12. What are some good ways for the student to find out about this career?

NOTE:  It is the policy of the school district that no person on the basis of race, color, religion, national origin or ancestry, age, sex, marital status, handicap, or disadvantage should be discriminated against, excluded from participation in, denied the benefits of or otherwise be subjected to discrimination in any program or activity.
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