JOB SHADOW APPLICATION PROCEDURES

1.
LOG IN LIKE YOU NORMALLY DO and click on the INTERNET EXPLORER to get to THE WEST VALLEY HOME PAGE

2.
On the left side menu items, click on Pathways
3.
Then on the next page, look at the quick links on the right for Yakima Chamber of Commerce and On Line Forms and click on the Yakima Chamber of Commerce link

4.
On the Greater Yakima Chamber of Commerce home page, look at the top left for Career Search and click on it.

5.
Notice the 4th one over is the On Line Forms link.  Three rectangles will appear.  Click on the yellow Student link.

6.
Fill in your Pathway, Opportunity Type (Job Shadowing), Community (Yakima) then View Selected Opportunities
7.
Copy the 5-digit catalog numbers of at least 2 opportunities you would like to apply for.  Please go through the whole list first before you decide to apply for a particular opportunity.  If you click on the blue opportunity, a short description of the job shadow will appear to assist you.

Applying for a Job Shadow on-line

· When you have selected 2 job shadows, go to the On-Line Forms link and select Student Career Opportunity Application Form
· Fill out the information in all cells even if they say you do not have to.

· The School to Work Coordinator is Mr. Kamimoto.

· Under Teacher/Advisor put the name of your RamPrep Teacher.

· For the bottom 4 rectangles, do the following:
· In Box #1, make sure you name the careers you are interested in.

· In Box #2, write in classes or work experiences you have had so they can place you at the proper level.

· In Box #3, put in the time you do not want to do the job shadow not the class periods.

· Do nothing with Box #4 since you need to provide your own transportation.

· Then Process the application.

PLACEMENT AND FOLLOW UP ACTIVITIES/RESPONSIBILITIES

When the Chamber has a placement, Mr. Kamimoto will contact you to:

· Fill out and obtain signatures on the Job Shadow Agreement/Insurance Form
· Return the signed agreement to Mr. Kamimoto for his signature at least 3 days before your job shadow.
· You will take this signed form with you to the job shadow to get the signature of the business representative and return the signed agreement to Mr. Kamimoto.
The SIA will usually be for 1/2 hr before and 1/2 hr after the job shadow.

If the papers are not signed (3 signatures required), you do not go!!!  You will not get credit for the job shadow even if you do end up going without the signatures!!!

Call the business to confirm you will be there at least 24 hours before the job shadow.  If you cannot make the time and date, call to reschedule or to cancel the job shadow.  It is your responsibility to do this!  If you reschedule a job shadow, make sure to tell Mr. Kamimoto so the SIA can be changed.

After turning in your papers then:

· Complete the evaluation (found in On-Line Forms link) of the job shadow.  Make sure you fill out the information in all cells.
· After evaluations are completed and papers are returned, a 2-hour Job Shadow credit form will be given to your Ram Prep teacher to be placed in your portfolio folder.
· Write a thank you note to the business if you wish.
ARRANGING YOUR OWN JOB SHADOW

IF YOU WANT TO ARRANGE YOUR OWN JOB SHADOW, YOU STILL NEED TO FOLLOW THE SAME PROCEDURES.  YOU NEED TO GIVE MR. KAMIMOTO THE FOLLOWING BEFORE YOU WILL BE ALLOWED TO GO ON YOUR JOB SHADOW:






Name of the Business






Name of the contact person






Phone number of contact person






Time and date of job shadow

After a call to confirm the job shadow is made, then an SIA will be issued, not before.

