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Congratulations!  You have been selected to participate in the Job Shadowing Program. Listed below is your job shadowing appointment:

Name of Business________________________________________________________________
Address________________________________________________________________________

Contact Person:________________________________Job Title: __________________________ Telephone  &/or  Email:____________________________________________________________
Date:_________________________________________Time:____________________________
Special Information:  

IF YOU CAN’T KEEP THIS APPOINTMENT INFORM THE 

CONTACT PERSON LISTED ABOVE AND YOUR SCHOOL 
CAREER CENTER COUNSELOR  (Phone #                                   )
GUIDELINES FOR JOB SHADOWING

Before you go: Be Prepared

· Meet with your school Career Counselor 

· Learn as much as you can about the job/company before you visit

· Complete the pre-arranged absence process BEFORE YOU LEAVE

· Telephone your contact person one or two days before your visit (unless advised otherwise)
· Give your name, confirm date and time, leave a call back # if appropriate
· Ask questions such as directions, parking info, and appropriate dress

While you are there: Ask Questions and Participate
· Be neatly & appropriately dressed

· Arrive on time

· Plan to purchase your own lunch unless informed otherwise (if applicable)
· Ask well thought-out questions (note list enclosed in this packet)
· Participate when invited and offer to do so when appropriate

· Conduct yourself in an exemplary manner

· Let the contact person know that you appreciated the time spent with you

After your visit: Follow Up
· Complete all forms and thank you note in your packet (address the thank you note)
· Meet with your Career Counselor to file completed forms 
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