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Authentic Learning 
Shadow Day:   Instructions

Find out more about a workplace
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A Shadow Day is an opportunity to find out in      
more depth what people do at a workplace.   

You should have already completed an Information Interview with someone in this area of interest but it does not need to be the same workplace.
It might be: a retail shop, a joiner’s workshop, 
                   a fire station, a theatre company.
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You will spend a day with a person at his/her workplace and ‘shadow’ that person to see what he/she does during a typical day.

This will help you decide if a particular workplace is suitable for an Internship. 
Preparation for your Shadow Day
As you prepare for a Shadow Day you need to work through the following steps:
	1.   Finding a workplace and a person to ‘shadow’
With the help of your Learning Advisor and family/whanau, you will need to look for a suitable workplace for your Shadow Day. It may be one of the places where you did an Information Interview.

· Your Learning Advisor will need to contact this person to set up a Shadow Day for you. This is because the people they call may have questions about the Authentic Learning Programme and about the legal issues involved with having a student visit their workplace.

· They will get information about:

· The person’s full name and job title

· A date for the Shadow Day and the time you need to arrive.

· The address and directions to get to the workplace.

· The appropriate dress code for the workplace and any safety factors you need to know.

2. Shadow Day Survey
When you have a suitable workplace for your Shadow Day, you will need to have a set of questions for your host and a list of things to make notes on.

· You can use the worksheet ‘Shadow Day: Survey Notes’ that has a set of suitable questions and space to write your notes. Ask your Learning Advisor for a copy.

· OR: Set up your own ‘Survey Notes’ in discussion with your Learning Advisor.

3. Practice introducing yourself

· Think about how you would like to introduce yourself to the people you’ll meet at the Shadow Day. One or two sentences is plenty. 
· Something like:

      “Hi, I’m _________. I go to Te Kura, The Correspondence School and I’m spending
        the day here to learn more about ____________. (your interest)

4. Research

Try to find out more information about the workplace you are going to for your Shadow Day.

· See if they have an internet site that you can check out.

· Ask your family/whanau and friends if they know anything about the workplace and what they do.

· If they are part of a national business or organisation, check that out as well.



Tips for your Shadow Day
	1. Dress appropriately for the workplace you are visiting.

2. Have your Survey worksheet, a pencil and paper ready to take with you.

3. Arrive at the workplace about 5-10minutes before you are due to start and tell the receptionist who you are there to see.

4. At all times act and speak as a professional, try to smile and stay relaxed. Remember that even if you decide this is not the place that you want to do an Internship, another student may want to.

5. Shake his/her hand and introduce yourself to the person you are going to be ‘shadowing’.

6. Call your host by his/her formal title or Mr/Mrs/Ms or by the name they suggest.

7. Tell your host what you hope to get from the day. You will spend the day or part of a day with this person watching what they do. 

8. Speak clearly, don’t rush any questions you have and listen carefully to any instructions.

9. Write down notes as your questions are answered and you gather information.

10. At the end of the day you may like to ask your host to read or listen to your notes to check that they are correct.

11. At the end of the day, thank your host and shake his/her hand again.

WELL DONE.  YOU DID IT.      ANOTHER STEP TOWARDS A FULL INTERNSHIP!




Authentic Learning Journal


After you have completed your Shadow Day, your Learning Advisor may suggest that you write about your experiences in a Learning Journal. 

· For each Shadow Day write brief notes in your journal about your experiences.
· Date each entry.

· Attach your completed Shadow Day Survey Notes into your journal or to your e-Portfolio if you have typed the notes.
Shadow Day:  Reflection

At the end of each Shadow Day, use this heading and comment on the following in your Learning Journal.  Or you may want to discuss the ideas with your Learning Advisor.
· What is the most interesting thing that you learnt?
· Was this the kind of workplace you’d be interested in?

Why or why not?

· What did you think about the job that you shadowed? Was it interesting? Would it be challenging? Would it be boring?

· What did you think about the business or organization? Was it well-organised? Did people seem to enjoy being there?

· What else did you learn about working in your field of interest?

· Can you see yourself doing an Internship at this workplace?

· If yes, what kind of tasks could you do there during an Internship?

Thank you note 
Send a thank you note or email to your host the next day. Put a copy in your Learning Journal.

Discussion: with your Learning Advisor and family/whanau


Set up a time for a discussion to go over what you have learnt in your Shadow Day and to move forward to:
The next step: Another Shadow Day or an Internship
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