Career Development Consultant 

Observation/Job Shadowing Report Instructions

The purpose of this visit is to observe a SPOKES class that is similar to a class in which you will work and examine how it is structured.  Your task is not to evaluate the Career Development Consultant or SPOKES Instructor, but rather to shadow their activities and observe how this position should be completed.  Follow the process below:

· The local program supervisor or county director will arrange for your observation/job shadowing experience.  You will need to discuss:
· Contacting the other Career Development Consultant Peer Trainer.
· Convenient days/times for a visit.  (Can you meet with the Career Development Consultant a few minutes before/after class in order to talk?  Will you be able to observe some class time and some intake or goal-setting activities?)
· Distance you will need to travel and directions to the site.
· Obtain permission to travel from your local supervisor (county director, coordinator, institutional education supervisor, etc.).
· Follow local procedures/policies regarding reimbursement (if any) for time/travel. 
· Bring the Observation/Job Shadowing Report form along to the visit.  
· You may want to take notes and then complete the form later.  
· You may write directly on a hard copy of the form and attach additional pages. 
· You may request the MSWORD file from the professional development coordinator and type in your comments on your computer after your visit.
· If applicable, send a travel reimbursement form to your local program (as agreed).
· Have the Career Development Consultant you observe sign the Visiting Verification below.
· Send the Career Development Consultant Observation/Job Shadowing Report form to:
Cathy Shank, WV ABE Professional Development Coordinator

RESA III, 501 22nd Street, Dunbar, WV  25064

Phone:  304-766-7655 ext. 112 or 1-800-257-3723 ext. 112; Fax:  304-766-7915

cshank@access.k12.wv.us

Career Development Consultant Observation/Job Shadowing Report

Observer: 




  Date:



  Time:  



Career Development Consultant Observed:  



  Location: 





Type Observed: 
__CDC serving multiple sites

__CDC serving a single site
	Ask the Career Development Consultant about what types of students are present in the learning center or classroom.

Notes:


	Type:
	Yes
	No

	
	TANF Recipients
	
	

	
	ESL
	
	

	
	Youth
	
	

	
	WIA
	
	

	
	Non-TANF DHHR
	
	

	Ask the students about their:
· Previous work history/experience 

· Reasons for attending class
· What they hope to learn in class

· What they like about coming to this particular class/learning center
· What makes this program different from schools they attended before

	

	Ask the students about Obstacles: 
· What makes it hard to attend at times
· What special arrangements (if any)  they have to make in order to attend

	

	What type(s) of instructional strategies do you observe happening?

Notes:


	Type:
	Yes
	No

	
	Large Group
	
	

	
	Small Group
	
	

	
	Cooperative Learning
	
	

	
	Project-based
	
	

	
	Independent Study
	
	

	
	Computer-assisted
	
	

	
	One-on-One Tutorial
	
	

	
	Individualized
	
	

	Observe/describe class structure: 

· The daily schedule
· How the class time is organized

	


	What structures are working well that you could emulate when you are working in a similar situation?
	

	Examine student portfolios and requirements: 
· List items found in the portfolio
· Do most students meet the requirements?


	

	What strategies, materials, or procedures will you use when you are working in a similar situation?
	

	List the assessments used by the Career Development Consultant with the students.
	

	List two Job Search Websites: 
	1.

2.




	Observe or Ask the CDC About…
	Describe What You Observe or Discover

	Employer/Employee Visits:
· When To Visit Potential Employers
· When And How To Follow-Up With Previous Students That Are Now Employed

	


	Observe or Ask the CDC about…
	Describe What You Observe or Discover

	Follow-up Process/Activities:

· 1st Month

· 3rd Month

· 6th Month
· Documentation Required
· Reporting

	

	Setting up Employability Plan  for Each Individual:
· How goals are set
· How obstacles are discussed with each student
· How an action plan is set in motion
· How the CDC keeps track of assignments

	


	The File Management System:
· Information found in the Individual Employment File
	

	Retention Bonus Incentives:

· Incentives offered by DHHR
	

	The Greatest Challenge 
	

	The Greatest Reward
	


Career Development Consultant Visit Verification





I verify that 							   visited and observed 


   	    	Print Name of Visiting Career Development Consultant		





 from  			  to 			   on 					


	   start time		finish time 			date





	


 Signature of CDC who was observed:  							
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