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Job Shadowing Checklist for Students
Before the Job Shadowing:

· Complete Job Shadowing Application to be selected -1
· Complete field trip forms required by school and company -2
· Attend a meeting prior to the job shadowing field trip

· Confirm your appointment with the host/company prior to the visit

Get directions.
·  Sample confirmation letter – 3  
· Phone script - 4
· Select what you will wear the night before.

· Prepare a resume (always be ready for anything)

· Research a bit about the company-have information written out.

· Develop questions to ask - 5
During the Shadowing:

· Introduce yourself.
· Listen with enthusiasm, ask questions (prepared in advance).
· Gather information to prepare for the research paper.
· Thank the host after the job shadowing **Give employer eval. at this time -6
· Ask for a business card so you can write a “thank you” letter.
After the Shadowing:

· Write a thank you letter to your host.  (within two days of the visit and send a copy to your teacher) -7
· Complete research paper and submit to your teacher. (follow report guidelines)-8
· Submit employer evaluation to verify your attendance on shadowin/absence from school
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