
Planning
Keep safety and the goals of the program and your shadow in mind when planning a job shadow day. 

Communication
Appropriate communication with all partners before, during and after a job shadowing day allows your 
event to run smoothly and can help you make the most of your program.   

Align schedules with your worksite hours. Give yourself time to prepare before your shadow 
arrives and to wrap up any work between their departure and the end of your day. Be mindful of 
your shadow's schedule too; student shadows may have classes or after-school activities.

Select one or two activities and a backup for each time slot. Choose activities that are age 
appropriate and aligned with your program goals (i.e. recruitment, career exploration). 
Increase the number of breaks and snacks offered to younger shadows.

Discuss safety precautions relevant to your workplace at the beginning of the day and provide 
reminders when necessary.

PLANNING A JOB SHADOW DAY 

Stakeholders 

Stakeholders may include the shadow’s family or 
guardians and partnering organizations like 
schools or community-based organizations. 

Communicate with these partners around issues 
like scheduling, transportation, and program 

requirements. 

Shadows 

Share day-of expectations with shadows. 
Communicate logistics like schedule, dress code, 
and lunch plan. Discussing a shadow’s goals early 
in the process can help them prepare questions 

for their day. 

Hosts 

Make sure hosts are prepared with an agenda 
and back up activities. Hosts can explore the 

resources in this toolkit for guidance on engaging 
young people in the workplace. 

 Co-Workers & Employers 

Educate everyone on the benefits of the program 
and share an agenda for the job shadowing day. 
Seek approval before involving your shadow in a 

meeting or activity with other people in your 
organization. 



 

Sample Agenda for 
Job Shadowing  
  

9:00-9:30 a.m. Welcome, introduction, and schedule overview  
• Meet and greet/introductions.  
• Outline the day’s agenda.  
• “Get to Know You” activity.   

9:30-10:00 a.m.  Organization/Department Tour (adjust to organization size) 
• Give a guided tour of your building or worksite and explain the different 

functions of each department or area; 
• Or meet and greet your department’s staff and discuss each staff 

member’s role.  
10:00 a.m. – 
12:00 p.m. 
(noon) 

Shadow Host 
• Demonstrate your job skills. 
• Discuss the role of your union in your workplace.  
• Let your shadow observe your work and ask questions.  
• Review your shadow’s resume or help them build one.  
• Have your shadow assist you with a project or assignment. 
• Give your shadow a project/assignment to complete by the end of the day. 
• Be sure to work in a 10-15 minute break.  

12:00-1:00 p.m.  Lunch 
• For individuals, discuss what your union means to you personally.  

o Ask co-workers and/or union activists to join you.  
• For groups, organize an activity or game related to the shadowing 

experience.  
• Be sure to provide some down-time for your shadow to unwind.  

1:00-2:00 p.m.  Continue Shadowing 
• Take your shadow to a meeting – ask them to share takeaways from the 

shadowing experience. 
• Ask your shadow to finish and/or present their project. 
• Let your shadow try a task or skill they observed. 
• Plan a game or quiz to review your shadow’s observations from the day. 
• Allow your shadow to complete an informational interview with you or 

another co-worker.  
• Conduct a practice interview and discuss internship or entry-level 

opportunities at your workplace. 
o Collaborate with HR to plan and/or facilitate this activity. 

2:00-2:15 p.m. Break 
2:15-2:45 p.m.  Closing Activities 

• Provide time for shadows to ask any lingering questions. 
• Complete a reflection activity.  

2:45-3:00 p.m. Departure  
• Sign any required forms. 
• Exchange contact information and plan a follow-up as appropriate.  

Adapt this itinerary to fit the needs of your 
workplace, your work and your shadow! 




