
 

 



 

 



 

SAMPLE Job Shadow Confirmation/Commitment Communication: 
Making the Contact:  

Example Script for Email Communication  
(remember to copy  your Career Technical Education teacher or Career Coordinator): 

 

Example Script for Phone Communication: 
Before contacting the employer, make sure that you have the person’s full name. In addition, make 
sure that you contact them at a convenient time. For example, do not call a restaurant during meal 
hours. 

 

 



 

 
 

 
Writing your Thank You Letter  

 
 

It is important to thank your "Workplace Mentor" for the time and effort they have given to help you in career exploration. 
The following is a model for a thank you letter. On a separate sheet of paper, write your own letter and send it to your 
"Workplace Mentor" or pass it along to your teacher and/or school Career Coordinator to send it to them, based on the 
instructions you have been given. 
 
 

 
  

 



 

 

 Questions to ask during a job shadow: 
 

Interview your job shadow host using the questions below. Write your host’s responses in the space provided. You may 
include your own questions based on your research, either confirming information gathered or enhancing information.  
 

1. How would you describe a typical day at your job? 
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________ 
 
2.  What do you like most about your work? 
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________ 
 
3.  If you could change something about your work, what would it be? 
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________ 
 
4.  How did you decide this was the career for you? 
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________ 
 
5. How would you describe the people who work here in terms of their age, gender, and racial/ethnic backgrounds?  
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________ 
 
6. How has technology affected this job? 
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________ 
 
7. How do you think this job will change in the next five years?  The next ten years? 
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________ 
 
8. What skills and training do you need for this job? 
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________ 
 
9. What recommendations do you have for me if I want to go into this career? 
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________ 
  

 



 

 

 
Observation Notes 

 
Check the skills observed during your job shadow. Identify at least three skills, and use the space below to take notes or 
add additional skills not listed below.  
 

❏ Organizing ❏ Planning ❏ Making 
decisions 

❏ Thinking 
creatively 

❏ Analyzing 
problems 

❏ Following 
directions 

❏ Working 
independently 

❏ Participating 
as a team 
member 

❏ Reading ❏ Writing 

❏ Listening ❏ Speaking ❏ Math ❏ Science ❏ The Arts 

❏ Technology 
(computers, 
machinery, 
etc) 

❏ Customer 
Service 

❏ Teamwork/ 
❏ Cooperation 

❏ Self Control ❏ Other: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



 

Use this space to create your own questions specific to the job shadow site you are visiting.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



 

 
 

Job Shadow Day - Reflection Form 
 

Student Name:___________________________________________   Date____________________ 
CTE Teacher: ____________________________________________  Period:  _________________ 
CTE Class:______________________________________________ 
Name of Person Job Shadowed:______________________________Title:____________________ 
Business Name: __________________________________________________________________ 
 
Use complete sentences to respond to the following items. Attach paper if necessary.  
 
Share three things you learned from this experience:  
1.  
 
2.  
 
3.  
 
What are the next steps (classes you can take, experiences you can participate in, jobs you can get now, 
etc.) that will help you to prepare for a job or career in this field? 
 
 
 
 
 
 
Decide whether you agree or disagree with the following statement:  “Certain elements of the job shadow 
experience surprised me.” In a paragraph, support your position with two examples from your experience. 
 
 
 
 
 
 
In a paragraph explain whether or not you would be interested in pursuing a career in this field. Support your 
response with at least two examples or reasons. 
 
 
 
 
Student Signature _____________________________________________Date:______________  
Parent/Guardian Signature______________________________________________ Date :______________ 
 

 



 

Workplace Supervisor’s Job Shadow Evaluation 
Sheet  
Name of the Supervisor:_________________Title:____________  
Job Site:___________________________________ 
Date: ________________  Time:_______________ 
Student Name:______________________________ 
School: ____________________________________ 
 

 
PERSONAL MANAGEMENT (WORK ETHIC AND BEHAVIOR) 

 
 1,2,3,4 

Student was dressed appropriately.  

Demonstrates punctuality  

Can explain and follow workplace health and safety practices  

Follows security procedures and ethical practices  

Has a positive attitude; demonstrates interest in the work  

COMMUNICATION  

Communicated with the employer to confirm his/her Shadow appointment  

Listens attentively and can follow verbal and written instructions  

Asks appropriate questions as instructed at school   

Speaks clearly, accurately, and in a manner appropriate for the work environment  

TEAMWORK  

Maintains appropriate interactions with the workplace employees  

Understands the value of working with others  

Was able to work well with individuals from diverse backgrounds; respects diversity  

GENERAL QUESTION FOR THE WORKSITE SUPERVISOR  

I’d be willing to have another student job shadow Y__      N___ 

 

In the future, I would like to be considered for: 

☐ Company Tours    ☐Mock Interviews    ☐Career Panels/Career Fairs  
☐Work Experience/Internships  ☐Other: _________________________________________ 

 
Workplace Supervisor’s Signature: _________________________  Date:__________ 

Telephone number:________________________________Email address:__________ 

 



 

Table of Contents 

 

 

Cover 

Permission Slip: Parent/Guardian and Student Agreement 

Confirmation Communication Examples 

Writing Your Thank You Letter 

Questions to ask employer during a job shadow 

Observation Notes 

Workplace Supervisor Job Shadow Evaluation Sheet 
 
 
 
 
 
 

 
Proper behavior at the job shadow: 
 

● Be reliable and prompt.  
● Be honest.  
● Make a positive first impression: introduce yourself, shake everyone’s hand, and make eye contact. 

You would be surprised at what a long way these small things can go! 
● Have a positive attitude – be friendly, courteous, polite, and cooperative with workers and clients.  
● If you do not understand something, ask questions or ask for help. 
● Wear appropriate attire for most business/industry  programs. 

 
 

 

 


