TRISSIYSTAR

CAREER COMPACT

Job Shadowing Experience

Must be approved by Tri Star Career Compact Administration BEFORE the learning experience at a job site takes place.

Job shadowing is an unpaid experience that provides students with an opportunity to spend time observing/interviewing a
working professional to learn the responsibilities of the profession and what the job requires on a day-to-day basis.
(Site must be approved by CTE Instructor)

Student Name: Program:

Company Name:

Company Address:

Contact Person: Title:

Contact’s Email: Company Phone #:

Date and Time to Report to Site (This form is only good for Tri Star):

CTE Instructor’s Signature: Date:

Student and Parent- Please Read and Sign Below:

While participating in a Job Shadowing Experience, I will represent Tri Star Career Compact with honor. I
anticipate the day to be a beneficial experience in my career decision-making and in networking with those in
my field of study.

Student Signature Date

My son/daughter has discussed this Job Shadowing Experience with me, and I give my permission for him/her
to participate in the activity. I understand that my student is responsible for his/her transportation. I also
understand it is my responsibility to communicate, if necessary, any medical needs to the employer and provide
an emergency contact phone number.

Parent/Guardian Signature Date

Tri Star Career Compact Administrator Signature Date



Student Name:

CTE Program Name:

Student-Please take this form with you to your job shadowing site and ensure it is returned to your lab instructor for
attendance reporting. The site you visit must complete this form. It can be given back to you in a sealed envelope or

emailed to your lab instructor.

Possible Assignments to Complete at Site:

All job shadowing experiences are unique. Some examples of what you might do during the visit include:

[J Attend staff meetings

[J Conduct informational interviews of both professional and administrative staff

[J Tour the facilities

[J Observe client interactions

[J Complete work-related tasks or assist with projects
[J Learn about workplace policies and procedures

[ Explore potential career paths within the organization as well as within the profession

[CJ Review the organization's mission and vision statement

[J Other/specific assignments as designated by CTE Instructor

Evaluation of Student (to be completed by site sponsor)

Was the student on time? YES
Was the student dressed appropriately? YES
Did the student have a good attitude toward the YES

career and toward you as a sponsor?

Arrival Time: Departure Time:

Other (Sponsor) Comments:

Evaluator’s (Sponsor) Signature:

NO
NO
NO

Date:




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/Email/Text

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.

Tri Star Career Compact

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



