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JOB SHADOW STUDENT CHECKLIST

Source:  Tigard-Tualatin School District

This checklist is to be completed by the student and returned to the School Supervisor.  

Student Name_____________________________ School Contact_______________________ Company_______________________________ Telephone No._________________________ Business Contact_________________________ Title_________________________________

Street Address_____________________________________________________________________

City, State, ZIP________________________________________________________________

Job Shadow Date_______________________ Job Shadow Time________________________

BEFORE JOB SHADOW
Date Completed
Initials

____ Review Job Shadow Student Guide
_____________
__________

____ Contact school supervisor
_____________
__________

____ Arrange the job shadow 
_____________
__________

____ Return parental permission form to school staff
_____________
__________

____ Contact all your teachers
_____________
__________

____ Return Absentee Report form to school staff
_____________
__________

____ Day before confirm job shadow 
_____________
__________

____ Review all guidelines with school staff
_____________
__________

DAY OF JOB SHADOW
____ Dress in appropriate attire (Hats and shorts are not to be worn)

____ Arrive 10-15 minutes early.  If you are sick or will be late, call the business contact person and the school staff responsible for the job shadow.

____ When you arrive

· shake his/her hand

· maintain eye contact

· if your host does not give you a business card, politely ask for one.  You will need  a complete name, job title, and address for the thank you letter

· Take a copy of your resume/fact sheet; share with the business contact

____ Be polite and make a good impression for yourself and your school

____ No chewing GUM!!!!

WITHIN ONE WEEK AFTER JOB SHADOW 
____ Write the business contact person a thank you letter
_____________
__________

____ Turn in a reflection sheet to school staff
_____________
__________

STAFF SITE VISIT EVALUATION














Site Host Name __________________________ Date of Experience ___________


Company Name  				Topic  	Instructor  		


Class			





Please rate the speaker/site host based on the following scale:


1=poor	2=below average	3=average	4=above average	5=excellent





Did the site host:		


 excellent


1.	present the topic as expected?			1	2	3	4	5


2.	relate well to students?				1	2	3	4	5


3.	hold students’ attention?				1	2	3	4	5


4.	encourage student questions?			1	2	3	4	5


5.	share pertinent information with students?	1	2	3	4	5


6.	use appropriate visual aids to help with


student understanding?				1	2	3	4	5


7.	stay within time limits asked of him/her?		1	2	3	4	5





General Comments											











Would you recommend this site be used in the future?  Please explain:		
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