Job Shadow

Junior Achievement Groundhog/Job Shadow 

Common Insurance Questions

With Junior Achievement (JA) Job Shadow events quickly approaching, many Area offices have questions regarding insurance coverage. If the answers to the Common Insurance Questions addressed below do not suffice, please contact Ken Brown directly at kbrown@ja.org or 719-540-6228.

Overall assumption: These questions and answers are directed to Areas that participate in the JA Worldwide Program Insurance. If your Area does not participate, please check with your local insurance carrier regarding coverage.

1. For JA's insurance to be effective on Groundhog/Job Shadow Day (GJSD), must we first submit a Special Activity Report? In general, no. GJSD is considered a program of Junior Achievement. As such, JA's Program Insurance generally applies to each student and volunteer who participate in GJSD. As long as each student and volunteer is registered as a participant, JA's coverage is in effect. However, there may be instances where filing a Special Activity Report is the fastest and easiest way to request a certificate of insurance, or to inquire if a particular GJSD job scenario is acceptable to the insurance carrier. However, in the vast majority of instances, a Special Activity Report is not necessary.

2. One of our GJSD partner organizations has requested that we provide proof of insurance. How do I do that? A generic Insurance Certificate is available on the JA Portal under "JSD 2006 Insurance Certificate". It specifically notes that Job Shadow Day is a covered activity of JA. The certificate also lists the various liability coverage's JA has in effect. Please feel free to copy and share that certificate, which will generally satisfy the majority of requests for proof of insurance coverage.

3. A partner organization has asked me that they be named "Additional Co-Insured.' Can that be done and how do I do that? Is there a charge for this? Yes, a partnering organization can be named as "additional co-insured." To do so, please ask the organization to submit their request in writing to you, noting requested limits of coverage. In turn, submit that request as an attachment to a Special Activity Report. Fax the SAR and attachment to Acordia of Colorado, Attn: Koleen Hassey, at (719) 592-0799. Generally, there is no additional charge to name another organization as additional co-insured, providing their request for doing so is reasonable and their requested limits of coverage are within the coverage's JA has in effect. If there is a request for higher limits of coverage, a representative of Acordia will contact the requesting Area and discuss the specifics and advise what additional premium, if any, would be required.

4. What if we conduct our local GJSD activities at a later, or earlier, date? Groundhog Job Shadow Day is considered a program of JA, coverage is in effect on whatever date activities occur. The certificate is provided because GJSD is providing JA with new opportunities to partner with other nonprofit organizations and with new businesses. As those relationships are being developed for the first time, the question of insurance is increasingly common. If you receive a request for proof of insurance, please feel free to photocopy the certificate to provide proof that coverage is in effect. 

5. What if I have a claim? How is that to be handled? If there is an accident involving students or volunteers, please submit a NAIU Claim Form, found on the JA Portal under "Finance" – scroll down the right side and click on “Program Insurance” and then click on the “JA Participant Accident/Injury Claim Form".  While registration of the student and volunteer is likely to not have taken place at that point, it is standard that the Area staff sign the claim to certify that the involved party was participating in a sanctioned JA event. If the claim involves liability coverage, please contact Ken Brown directly at kbrown@ja.org or (719) 540-6228, or Koleen Hassey at Acordia of Colorado at Koleen_hassey@acordia.com or (800) 332-9256.

6. Can students and job host volunteers whose primary occupation is driving or driving-based be paired together? Such scenarios may include truck drivers, package delivery driver, utility meter readers, police officers, traveling sales professionals, etc.  To place a student and a volunteer one-on-one in a motor vehicle places both the student and the volunteer at-risk of allegations of wrong-doing and other inappropriate behavior. Common sense says, "don't do it." However, rather than pass up what is really a great job shadowing opportunity, consider using or propose a "buddy system" approach…two or more students interested in that profession, or two or more volunteers willing to host one or more students. In all student/job host situations, all the parties should be informed and aware of the concepts, arrangements and logistics involved. As long as the parties agree, then it is reasonable to proceed. Who are the parties? The student and volunteer, for starters. The teacher and other school officials. The student's parents. The job host's supervisor(s). And, the JA staff person making the student to volunteer assignments.

7. What insurance coverage does Junior Achievement offer for the following vehicles? a) District bus. In the case of school district busses, to the extent that the district provides unreimbursed use of their busses for this JA-sanctioned event, JA's Hired/Non-Owned Excess Automobile Liability provides JA with coverage against liability claims in excess of the school district's existing liability coverage, which is the primary coverage. b) Personal auto. In the case of a volunteer using his or her personal automobile, truck or other vehicle, JA's Hired/Non-Owned Excess Automobile Liability provides JA with coverage against liability claims in excess of the individual's existing liability coverage, which is the primary coverage. c) Hired private busses. In the case of JA hired busses, the bus company's insurance is primary and JA's coverage is secondary. d) Private company vehicles. In the case of private company vehicles, the company's insurance is primary and JA's coverage is secondary.

In all cases, the limit of liability, under JA's coverage, is $1,000,000 for Liability and $10,000,000 for Excess Liability.

8. What if a student drives to the JA Groundhog Job Shadow Day site? JA's coverage does not provide liability or excess liability coverage for students. However, should a student be involved in an accident in this scenario, JA's Achiever/Advisor Accident insurance provides up to $10,000 coverage of eligible medical expenses, $750 for eligible dental expenses and $10,000 in the event of loss of life, limbs, sight, speech or hearing, as secondary coverage.

9. How does primary and secondary insurance work? The "primary" insurance company considers the claim first, paying its portion of the claim under any coordination of benefits provisions contained within the policy. Then the "secondary" insurance company considers unpaid claims.

10. Are students and teachers covered at the JA Groundhog Job Shadow Day site for injury accidents (i.e. machinery falls on student)? JA's Achiever/Advisor Accident insurance provides up to $10,000 coverage of eligible medical expenses, $750 for eligible dental expenses and $10,000 in the event of loss of life, limbs, sight, speech or hearing.

11. What is covered under "negligence" (i.e. student leaves workplace unnoticed and gets injured somewhere else)?  Negligence is a situation in which the insured (such as JA) is alleged to not fulfill its obligation to exercise due care and proper control over a given situation. For this to apply, the negligence must be proven by the injured party. In the scenario cited, it might be alleged that JA did not provide sufficient chaperones to be able to monitor and control all of the students within its charge at the time. Factors determining negligence might include the number of chaperones, the type of chaperone training, advance knowledge of student access to exits at the GJSD job site, and what actions were taken to supervise students, etc.

12. Are there any additional insurance issues local JA Areas should consider before allowing students to visit a job site (e.g. situations of sexual misconduct)? At a minimum, JA Areas should provide all volunteers who will have student contact with a newsletter that outlines the basic concepts and ground rules for JA Job Shadow, including expected standards of conduct.

Worksheet for Groundhog/Job Shadow

	School Name 
	Grade Level
	Number of Participating Students
	Company Name
	Contact Person
	City
	Contact Number
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1401 Michigan Avenue * Chickasha, OK  73018

(405) 224–7220 * FAX (405) 222-3839


April 21, 20__

Ms. Tami Butler

PO Box 1823

Chickasha, OK  73023

Dear Tami,

The end of this school year is drawing near!  I can not believe time has slipped away this fast.  Girl Tech has been successful this year and my students have all expressed a genuine appreciation for their mentors.  We have been able to offer several very valuable experiences to the Girl Tech students.  One extremely important opportunity we want to offer is the job shadow experience that we discussed at the initial meeting. 

The job shadowing experience should take place very soon.  I am hoping the girls have contacted you about job shadowing.  They should be emailing you and setting up a time to do this.  We hope to have the job shadowing experience completed by May 10th.  I have enclosed a few guidelines that may be of assistance to you and your employer to ensure a successful day for the students.  The length of time you offer for the job shadow experience can vary, what ever time you have available will work for the student.  

Please do not hesitate to call if you have any questions or concerns about this day.  

Sincerely,

Gay Pettit, Girl Tech Coordinator

Permission granted from Canadian Valley GirlTech

Mentor Job Shadow Handbook

The pages are a collection of guidelines/helpful hints to help make the day enjoyable for both you and your student.

The Day of the Visit

The shadowing experience has been arranged to allow students to view “a day in the life of their mentor” which should go beyond just a tour.  The following suggestions will help make it an enjoyable day for you and the student.

(
Start the shadowing with an explanation of your job, the training or education you needed to be in the position, a demonstration of what you do, a discussion of any other related jobs within the company that may need the same training as yours, and/or other areas of the company that have unique training the student might not even be aware of.

(
Visuals are worth a thousand words:



Show and explain any equipment you use and if possible demonstrate.



If you can, allow the student to sit in your place and actually perform a function.

(
Sometime during the shadowing experience give the student a brief tour to provide an overview of your company.  A good approach would show the student the process of your product or service from its conception or entry to its completion or exit.

(
You may wish to have your student shadow with more than one staff member.  You may wish to emphasize different aspects with each person shadowing (i.e., training requirements, work conditions, advantages/disadvantages, job duties).  You will want to keep your student interested and involved.  Some other activities could include:



Attend a quality circle or staff meeting.



Provide mock activities for your student to do that are related to your job.

Let the student interview your co-workers, bosses, or subordinates to see their relationship to your career/job.



Discuss your top three priorities for the day the student is shadowing.


Discuss an ethical question with student related to your job (i.e., environmental concerns).

Show how core abilities or transferable skills are essential to their success in any job:





Work productively





Learn effectively





Communicate clearly





Work cooperatively





Act responsibly





Value positively





Think critically and creatively

WHEN SPEAKING WITH STUDENTS

Be sure to escort your student to and from your area from an easy entry spot in the facility.

(
Try to provide uninterrupted time at the beginning.

(     Adapt an informal conversational speaking style.  
 

(
Encourage questions (some students may be too embarrassed to ask for an explanation of something they do not understand).  You would preface an answer with “That’s a good question.”

(
Reinforce confidentiality requirements, if any, either at the beginning or end of your visit.  Try to give concrete examples of what cannot be repeated.

(
Provide guidelines for expected behaviors (i.e., “we will need to be quiet in this area because . . .”).

(
Pay attention to non-verbal signals.

(
Students may either be very shy or very vocal.  Both may be an act to cover up nervousness.  If they are too talkative, remove them from the situation and try to talk to them about it.  If they are too quiet, initiate the conversations—perhaps with open-ended questions included in this insert.

(
Lack of enthusiasm does not always mean the student is bored or uninterested.  They may be naturally shy, nervous, overwhelmed, or embarrassed about their lack of understanding.

(
Stress how high school academics relate to career(s) in your area (i.e., math, science, reading) and classes they should take in secondary school.

(
Try to relate to students those abilities that are transferable to all careers in your area (i.e., clear communication, cooperation, responsibility, critical thinking, team work, etc.)

(
Give an honest view of your career, job and/or training including good, challenging, and undesirable parts.

ADDITIONAL GUIDELINES FOR MENTORS

 1.
Hands-on activities are the best.  Students learn by doing.
 2.
Give your student some sample job descriptors for yourself and others in your department.
 3.
Remember that shyness or false bravado is often used as a defense mechanism; don’t take it personally.
 4.
Think of ways to have your student feel comfortable in a new and unfamiliar environment, i.e., 



(
Introduction to co-workers



(
Outline of how the morning will look



(
Location of restrooms
 5.
Frequently use your student’s name and make sure the student knows and remembers yours (supply your business card).
 6.
Set up an activity that creates a sense of independence, i.e.,
(
Have your student make a phone call for you to set up an appointment or research a topic.

(
Allow your student to “follow” a piece of paperwork through its normal cycle in your department.

(
Set up a scavenger hunt that requires your student to go to several locations to get some information for you.
7. Schedule a break for your student.
MENTOR EVALUATION OF STUDENT

Student Name 




Your Name 





High School 





Your Company 







4 = Exceeds Expectations



3 = Meets Expectations



2 = Below Expectations



1 = Needs Improvement
 1.
Punctuality:

Reported to Job Shadow on time



4
3
2
1

 2.
Professional Appearance:

Dressed appropriately





4
3
2
1


Groomed appropriately




4
3
2
1

 3.
Professional Conduct:

Confirmed appointment in professional manner

4
3
2
1


Behaved in a professional manner at the work site

4
3
2
1

 4.
Communications:

Related well to host and others



4
3
2
1


Asked appropriate questions




4
3
2
1


Demonstrated interest in the experience


4
3
2
1

 5.
Overall evaluation:
Student seemed to benefit from the experience

4
3
2
1

 6.
Do you have any suggestions for improving the job shadow opportunity?

7. 
Comments (please use the back of this form if you need additional room)

APPLICATION FOR JOB SHADOWING
Name of student 











Teacher 












Date of visit 







 Time(s) 



Job site(s) 












Job site address 








___________

Occupation to be explored 










Person/employee to whom the student reports 







(Students must complete one of these forms for each job site they want to shadow.)

PARENT/GUARDIAN PERMISSION FORM
I do/do not (circle one) give permission for 


















 to participate in the job shadowing experience described above.

Please check the appropriate responses.

I understand it is my responsibility, and I agree to:


_____
Provide transportation to and from the job site.


_____
Assign a trusted adult to provide this transportation.


_____
Allow my child to drive his/her car.


_____
Provide proof of health or accident insurance.




(Health insurance plan/group numbers or copy of insurance card)

I also understand that the student must present proof of a job-site visit to be excused from school.

I hereby release any and all liability from 














 School and the job site listed above.

Signature of parent/guardian 










Date 









Job site 












Driver’s name 












12-0377-24/12

Expectations Worksheet

Job Shadowing is a great opportunity to learn about the world of work.  You may be wondering what you will discover.  Without a doubt, you will be exposed to a wide variety of experiences and information, some of which may be more valuable to you than others.

Take Action!

Holding a job requires a lot of independent thought and decision-making.  Below is a checklist of what you can expect to learn today.  Read through the list and decide which learning objectives are the most important to you.  Rank each item 1 to 5, with 5 being the most important.  You may give each objective its own rank; the objectives do not have to be prioritized.  Additional space is provided if you would like to learn something that is not listed.

	What I Can Expect on Job Shadow Day
	
	Rank

	To see how the knowledge I am gaining in school is used on the job
	
	

	To see what people do all day on the job
	
	

	To understand what skills I need to get a good job
	
	

	To learn what employees receive besides a paycheck
	
	

	To find out more about the workplace I am visiting
	
	

	To see how technology is used on the job
	
	

	To explore some new career ideas for myself
	
	

	To learn how much education I will need to get the job I want
	
	

	To understand how learning and earning are connected
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Mentee Job Shadow Handbook

Before the Visit:

1. Obtain approval to participate through your GirlTech Coordinator.

2. Contact the job site at least one week before your visit.

a. Introduce yourself

b. Explain your purpose

c. Gather details such as:

· Contact person’s name

· Contact business address

· Appropriate dress/type of shoes needed

· Meeting place

· Arrive date and time

· Lunch arrangements

· Parking arrangements

3. Gather information about the job you’re exploring

4. Confirm your appointment with your mentor two days before your scheduled visit

(If for some reason you cannot make your shadowing appointment, you must personally notify your job site business and the school.)

During the Visit:

1. Show up on time.  Stay for the full time scheduled or report back to school.

2. Be courteous.  Remember, you are representing yourself to future employers, and you are representing your school.

3. Ask your mentor to fill out and sign the verification of student attendance form.

After the Visit:

1. Evaluate your job shadowing experience by filling out the student evaluation form.

2. Turn in Verification of Student Attendance Form.

3. Write a personal note of thanks to your mentor and have your coordinator proofread it and mail it.

4. Share what you’ve learned!

Permission granted from Caddo Kiowa GirlTech

Conducting an Interview

Meet Your Mentor

To find out more about your mentor’s job, you will conduct an interview.  Think about the reporters you have observed conducting interviews on the evening news.  Ask your mentor the following questions.  Space is provided for you to construct additional questions of your own.  Make sure your questions are spoken clearly, and make eye contact with your mentor.  Relax and smile.  Write down the answers on this page.

Introductory Questions (“Getting to Know You”)
 1.
What is your job title?

 2.
What are your responsibilities?


________________________________________________________________


________________________________________________________________
 3.
How do you help this workplace meet its goals?

 4.
What is a typical day like for you?

 5.
What do you like the most about your job?

 6.
Why did you select this type of work?

 

7.
How much education do you need for this job?

 8.
Do you need more job training after you have completed your education?

Questions About Job Skills

Your mentor uses many of the same skills on the job that you are learning every day in the classroom.  To find out which skills are important to your mentor’s job, you will be asking her to show you examples of how the following skills are used on the job.  Remember to speak clearly.

 1.
a.
Do you use reading every day on the job?  Yes (  No (

b.
What grade level of reading do you use on this job?

 2.
How, if at all, do you use writing on the job?

 3.
Is math important to your job?  Yes (  No (  How?

 4.
Do you need good listening skills for your job?  Yes (  No (
 5.
When do you need to use good speaking skills to get your job done?

 6.
Do you ever have to work in teams on your job?  Yes (  No (
 7.
Do you use a computer for your job?  Yes (  No (

8.


a.
What kinds of problems do you solve on the job?

b.
What skills do you need to solve those problems?

 9.
What did you learn in school that helped you the most on the job?

10.
What do you wish you had studied more in school?

11.
Write any questions that you would like to ask.

Be sure to thank your mentor for her time!

Job Shadowing

Verification of Student Attendance

GirlTech Mentors:  Please complete and sign this form.  

Mentor_________________________________________________

Work Site_______________________________________________

Address________________________________________________

Thank you for providing this experience

 for our student(s)!


I verify that on ____________________  from_____________

                                                  (date)                                (time)

until _______________________,  __________________________




(time)                                       (student/mentee)

Was present at __________________________________________





     (site of job shadowing)

As part of the GirlTech Program at Caddo Kiowa Technology 

Center.

(name and title)

(phone number)

Permission granted from Caddo Kiowa GirlTech

Thank You Note

Please write a thank you note to your mentor for the job shadowing opportunity. You may do this on email.  

The email can be short (one to two paragraphs long) and should include no more than three short messages, such as:

Dear Ms. or Mrs. (Last Name)

Paragraph 1: 

(
Thank you for your time.

Paragraph 2:

(
The most important thing I learned was:

Paragraph 3:

(
What I enjoyed the most was:

Sincerely,


Post-Job Shadow Day Mentee Evaluation Form

REQUIRED – PLEASE RETURN TO GIRLTECH SITE COORDINATORS AFTER JOB SHADOWING WITH YOUR MENTOR

Now that you have completed your Job Shadowing experience, take some time to reflect on what you observed today and how it might affect your plans for the future.

Name 













Date 













Contact person 











Job site 












Instructions:  Answer the following questions concerning your job shadowing experience.  Please circle the correct response.
	 1.
Were you able to observe a particular occupation that interested you?


	YES
	NO

	 2
Was the job shadowing experience helpful to you?
	YES
	NO

	
	
	

	 3
Did you have sufficient time to ask questions?


	YES
	NO

	 4
Was there sufficient time to see the complete work site?


	YES
	NO

	 5
Would you recommend this job site for other students?


	YES
	NO

	 6
Are you still interested in this occupation?


	YES
	NO


 1.
What were the title and responsibilities of your mentor?

 2.
Which parts of the job were of interest to you?

 3.
Which parts of the job would you find boring?

 4.
Would you consider a career in this field?  Why or why not?

 5.
What surprised you most about what you learned, heard or observed today?

6.
What knowledge and skills are you learning in school that will be used on the job?

 7.
What knowledge or skills do you need to strengthen to be successful on the job?

8. 
Did any other ideas for careers come to mind today?


______________________________________________________________________


_______________________________________________________________________


_______________________________________________________________________

Job Shadowing Mentee Evaluation

Name_________________________________________________

Date__________________________________________________

Mentor Name___________________________________________

Job Site_______________________________________________

Answer the following questions concerning your job shadowing experience.

    1.  Were you able to observe a particular occupation that interested you? 

Yes

No

2.   Did you have sufficient time to ask questions? 




Yes

No

3. Was there sufficient time to see the complete work site?




Yes

No

4. Are you still interested in this occupation?




Yes

No

How was the shadowing experience helpful to you?

______________________________________________________________________________________________________________

What did you like best about the shadowing experience?

______________________________________________________________________________________________________________

What did you like least about the shadowing experience? ______________________________________________________________________________________________________________

What plans/goals must you make to pursue this occupation?

______________________________________________________________________________________________________________

Permission granted from Caddo Kiowa GirlTech
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Sample 2





Mentor Letter





Page 3 of 6





Sample 1








