Imperial Valley Regional Occupational Program
Job Shadow for Teacher - Responsibilities
1. Prior to your visit, call your contact person at the worksite and ask about the appropriate dress for your job shadow experience.

2. Arrive at your assigned worksite a few minutes early.  If you are sick or having a problem, call your contact person at the worksite and tell them you will be late or unable to attend.  Please call the day before, if possible.

3. When you arrive at the worksite, introduce yourself and ask for the person you will be shadowing.  If you have a business card, present that to the employer.  If your employer does not offer you a business card in return, do not hesitate to ask for one.  The complete name, job title, and address will be useful for your thank you letter.

4. Listed below are some items to observe and areas to inquire about:

a. The skills needed for the job.

b. Note the level of proficiency required for the job.

c. Inquire about the rate of pay, job description, years of training/education required for the job (degree or certificate).

d. Observe the workplace skills required for the job.

e. Notice the specialized knowledge (journalism, biology, algebra, etc.) used by the employee.

f. Observe employee interaction, both structured and unstructured.

g. Inquire about the process for information dissemination/collection.

h. Learn about the process for employee evaluation.

i. Notice the technology used by the employee and by the business.

j. Evaluate the types of communication skills required of the employee.

k. Evaluate the systems in place at the business.

5. After your job shadow you will need to:

a. Write a thank you letter and send it

b. Complete a narrative report of the shadow experience that includes your plans for using the experience in your classroom.

c. Return your time sheet and report to:

Stephanie Collins

IVROP Tech Prep Technician

687 State Street, El Centro, CA  92243

Telephone: 482-2640, Fax: 482-2751

Email: scollins@ivrop.org
IVROP website:  www.ivrop.org

Imperial Valley Regional Occupational Program

Job Shadow for Teachers - Suggested Questions

The following questions are suggestions to ask while job shadowing at the site 
· What personal traits do you want in someone who works with you or for you?

· How has technology changed your work or workplace in the last few years?

· What kinds of materials do you need to read on your job?

· Do you write reports, letters, or articles of work? (ask for an example)

· What kind of mathematics do you use in your work? (ask for an example)

· How are the sciences (biology, chemistry, life or physical science) used in your work? (ask for an example)

· How important is listening to other people’s ideas, complaints or direction?

· Do you have to speak in public or at meetings?  How often?

· What related jobs are available in your field and are there opportunities for advancement?

· Tell me about a problem at work and how you solved it.

· Do you work alone or as part of a team?

· Is there opportunity for you to create or design as part of your job?

· Who directs your work?

· What happens when you make a mistake?

· What would a typical day on your job be like?

· What kinds of decisions do you make?

· If a client or customer makes you angry, how do you handle the situation?

· How important is “good customer service” in your organization?
