
 A component of the Career Portfolio required for graduation 
 from the Lakeville Public Schools.  Exceptions; Career 
 Investigations class credit, AVID 11-12 student, or full-time PSEO 

 WHAT IS JOB SHADOW?!?  A job shadow is a structured career activity where a student follows an 
 employee at a company location to learn about their particular occupation or industry. The purpose of job 
 shadowing is to help students explore a range of career options. For this to be a meaningful experience, 
 students should shadow someone in their career path or true area of interest. This should be someone 
 other than your parents, a relative or with someone where you currently work. The employee who is 
 hosting the student is called an adult mentor. The student will experience a one-on one relationship with 
 an adult mentor observing activities and gaining valuable information about a possible chosen career. 

 Job shadowing helps students accomplish the following 
 ●  Gain information about possible future career interests 
 ●  Observe the daily routine of their adult mentor 
 ●  Observe the system of the host’s company or business 
 ●  Gain insight into the academic, technical, and personal skills required by occupation(s) 
 ●  Gain an understanding of the connection between school and work 
 ●  Gain information to assist students in goal setting and educational planning. 

 Seniors are responsible to contact a potential job shadow site and arrange a date and time for their 
 shadowing experience(s).  Seniors are required to job shadow for 6 hours  .  The six hours can be 
 done all in one day or split into two or three days or even between two or more different jobs. 

 Opportunities Day at Lakeville South this year is going to be on March 7, 2023, during digital 
 learning day for grades 9-10 and ACT for juniors.  This is the ‘official’ job shadow day. However, some 
 may instead wish to use this day as a post-secondary/college visit day or something else to help with 
 plans after high school. The job shadowing experience could then take place on a non-school day or on a 
 weekend of choice at another time. Seniors are not to miss any class time, including any distance 
 learning, if applicable, for completion of this activity and the due date remains the  same. Consider using 
 other days off, such as MEA break, end of quarter, fall and winter breaks, too. 

 ALL shadowing and follow-up activities MUST BE completed by TUESDAY, APRIL 11th. 

 If you are still unsure about a job match based on your interests, use MCIS (mncis.intocareers.org) and 
 utilize the Assessments section for a variety of ways to perhaps lead you in the right direction.  MCIS 
 will also be used to answer some of the post shadow questions. There is now the option to  LOG IN 
 WITH CLEVER  to utilize the same username and password to access all your devices at LSHS (see 
 next page).  If you need assistance with MCIS, other ideas or possible shadow sites, please contact 
 Julie.Peterson@isd194.org  in the Career Center. 



 BEFORE  your Job Shadow experience on Opportunities Day: 

 Become familiar with the job shadow requirements and procedures. 
 Julie Peterson in the Career & College Readiness Center can assist you with any questions. 
 Call to set up your Job Shadow at least 2 weeks before you shadow and confirm your date and time. 
 Reference the Phone Script example on the next page to help in finding a mentor. 

 TAKE  the Introduction Letter from Principal Murphy on page 3 of this packet with you to your Job Shadow 
 experience and give it to your mentor. Following these TIPS during your Job Shadow experience: 

 1.  BE SURE  to have questions prepared for your mentor (example included at end of packet). 
 2.  BRING  lunch or money, if necessary. 
 3.  IF  the employer or mentor does not give you a business card, politely ask for one. 
 4.  BE ONE TIME  and  DRESS APPROPRIATELY. 

 a.  No tennis shoes, sandals, hats or shorts – unless the job warrants that attire. 
 b.  Men should wear dress pants and button up shirts. Women should dress business casual. 

 5.  DO NOT ASK QUESTIONS when the mentor is busy…  Jot things down in a notebook to bring up later. 
 6.  BEFORE LEAVING  , sit with your mentor so they can complete  MENTOR INTERVIEW FEEDBACK FORM  . 

 AFTER  returning from your Job Shadow experience: 

 ●  Mail  THANK YO  U letter to the job shadow mentor. 
 ●  Complete  SENIOR JOB SHADOW FOLLOW-UP ASSIGNMENT  noted below. 

 SENIOR JOB SHADOW FOLLOW-UP ASSIGNMENT  is a reflection on information gathered during your 
 time and is to be completed after your actual Job Shadow.  This includes questions you would not or should 
 not ask your job shadow mentor. All answers on this aspect will  come from MCIS access within the topics 
 on the left hand menu.  You should also SAVE the occupation when  you are done and make a note 
 about your reflection about the job there as well. 

 ●  What are the education and training requirements? 
 ●  What are the low-end, median, and high-end wages? 
 ●  What is the employment outlook for this occupation? 
 ●  List at least 3 other occupations that are similar or related to this occupation. 
 ●  Name 3 post-secondary institutions that offer training in the 

 area of this job field. 

 You will need to access MCIS in order to answer the above 
 questions on the  SENIOR JOB SHADOW FOLLOW-UP 
 ASSIGNMENT  Google Doc. 

 1.  Go to  mncis.intocareers.org 
 2.  Click the "Log in with Clever" button. 
 3.  Type in "Lakeville South" under Search for your school and then select it. 
 4.  Click on "Log in with Google." 
 5.  Students can now enter their school email username and password to 

 login. 

 The answers to these questions will be input into the Google Doc with other observations from your Job Shadow 
 in order to complete your Job Shadow assignment.  See *FOUND IN MCIS notation on each of those particular 
 questions.  Our Career and College Readiness Center Coordinator, Julie Peterson, will receive notification of your 
 completion of the Google Doc and be able to see the job saved in MCIS. If you have any questions, please 
 contact her. 

https://portal.mncis.intocareers.org/


 SHAUN MURPHY, Principal 
 952-232-3310 

 AMY EIDELBES 
 Dean of  Students 

 952-232-3332 

 NICK FOX 
 Dean of Students 

 952-232-3339 

 KRISTIN JOHNSON 
 Dean of Students 

 952-232-3335 

 RICK CRADIT 
 Dean of Students 

 952-232-3334 

 CHAD SEXAUER 
 Activities Director 

 952-232-3321 

 Dear Job Shadow Mentor: 

 As our seniors complete their high school education, our goal is to give them many opportunities to learn about life and 
 the working world. We are very proud that about 95% of our seniors attend some type of college or training after high 
 school to better prepare themselves for a career. The chance to experience what each career offers and learn more 
 about that career from someone who is in the field, give our students a better  perspective when choosing  a career path. 
 Without your help this could not take place. We would like to extend a big “THANK YOU” for your part in helping this 
 experience become worthwhile and positive. We especially appreciate the opportunity with all the extra precautions still 
 necessary during this unprecedented time. 

 A job shadow is a structured career activity where a student follows an employee at a company location  to learn about 
 a particular occupation or industry. The purpose of job shadowing is to  help students explore a range of career options  . 
 For this to be a meaningful experience, students should shadow someone in their career path/area of interest. It should 
 be someone other than their parents or where they currently work. The employee who is hosting the student is called a 
 job shadow mentor. The student experience is a one-on-one relationship with an adult mentor observing activities and 
 gaining valuable information about their chosen career. 

 Job shadowing helps students accomplish the following: 
 ●  Gain information about possible future career interests 
 ●  Observe the daily routine of their adult mentor 
 ●  Observe the system of the host’s company or business 
 ●  Gain insight into the academic, technical, and personal skills required by occupation(s) 
 ●  Gain an understanding of the connection between school and work 
 ●  Gain information to assist students in goal setting and educational planning. 

 It is our hope that this experience will be an annual opportunity that both you and the school can provide each senior 
 and their classmates. The partnering of the schools and the working community will allow this continued success. 

 We sincerely appreciate your contribution! Please email our Career and College Readiness Center Coordinator, 
 Julie.Peterson@isd194.org  if you are willing to mentor  other senior(s) in the future. 

 Thank you! 

 Shaun Murphy, Principal 
 Lakeville South High School 



 “May I speak with ____________________________” 
 Enter Name of Potential Mentor 

 Hello, my name is ___________________________________, I am a senior at Lakeville South 

 High School. I am interested in your business and possibly pursuing a career in 

 _______________________.  Would you be interested in allowing me to job shadow yourself or 

 someone else in your business for six* hours?”  Reminder*  This can be split up between days and/or 2-3 hours 

 with a few different mentors or businesses. 

 •  Be ready to have information on dates and times 
 •  Be prepared to explain the Job Shadow definition 
 •  Explain that you provide your own transportation 
 •  Discuss your responsibilities and goals as a student, so the employer does not feel that 
 they will lose productivity time. 

 IF THEY ARE WILLING:  If the employer/business is willing to set up the Job Shadow, thank them 
 and let the employer know you will be calling in a few days ahead of time to confirm the job shadow. 

 IF NOT ABLE TO:  If they cannot help you, ask “Is there anyone else that you know of in this 
 industry/business line that might be able to help me with a job shadow? 

 MENTOR POSSIBILITIES: 

 ___________________________ __________________________ ____________________ 
 Business Name  Employee or staff member  Phone # 

 ___________________________ __________________________ ____________________ 
 Business Name  Employee or staff member  Phone # 

 __________________________ __________________________ ____________________ 
 Business Name  Employee or staff member  Phone # 

 If you are unable to locate a mentor or unsure of what company to begin your job shadow search with, try 
 first looking up that career in employment search sites such as monster.com or indeed.com and find a local 
 company  hiring currently for that position. It shows the job existing with that employer and they may have 
 others in the  organization doing that same job. You could call the main telephone number and ask for 
 someone in that role or ask the Human Resources Department there. 





 YOU DID IT!  Good luck on your post secondary plans. 



 You will only be contacted a few weeks after the deadline in the event you 
 DID NOT  COMPLETE the requirements or additional steps are needed. 


