Windows to the World Summer Assignment ’17
This summer, you will complete the following steps in order to begin your Windows to the World project:

1.  Complete the journal entries included in this packet.  
2.  Decide on a career, profession, service, skill, or hobby that interests you. 

3.  Locate a mentor. This person must be at least twenty-one years of age and have either a degree or experience in the chosen field. Your mentor may NOT be an immediate family member, a “significant other,” a ZHS employee, or an employer in a job you will have during your senior year 
**Please be very careful when choosing your mentor.  Many students in the past have had difficulties completing the project when their mentors quit for a variety of reasons.  Please be sure to emphasize to your prospective mentor that this project will last until the end of the semester!

4.  Complete the mentor card and have it signed.

5.  OPTIONAL: Complete your job-shadowing (due 10/11/17)

On Wednesday, August 9, 2017 (the first day of school!), you will turn in all of your typed journal entries and your signed mentor card.
Meanwhile, if you have any questions or concerns, email:

 Mrs. Southall (megan.southall@zacharyschools.org) 

or Dorothy Triplett (dorothy.triplett@zacharyschools.org) 
Summer Journals (about 1 page total, 20 Points):

Answer the following questions in formal, typed, double-spaced paper.  Please put all four answers on the same page (you may start a new paragraph for each question). 
1. Consider the career you researched during your sophomore/junior year.  Is this career one that you would like to continue researching?  Why/why not?  If not, or if you did not complete a previous career research paper, what career field would be an area of interest for you?  Why does your chosen field interest you?

2. Whom have you chosen as your mentor in this field?  Why do you feel this person would be a good mentor?  Provide name, contact info, work experience, levels of expertise, qualifications, etc.
3. List the specific steps you would take if you were to go into this career field immediately after graduation.  Be sure to consider and mention: schools or organizations affiliated with this career, possible part-time jobs to “get your foot in the door” for this type of career, people whom you should speak to, etc.  Do not limit yourself to these ideas!
4. The following question is one of the most popular interview questions that you will see again not only in this project but also in real job interviews: Briefly describe a difficult situation (or failure) and explain thoroughly how you overcame it.  Please be specific and list the steps you took in overcoming the obstacle (the focus should be YOUR growth, not the problem!). 

· My signature above indicates my agreement to commit to being a Windows to the World mentor for the Fall 2017 semester  

· I understand that this Senior Project will involve a minimum of 8 hours of “job shadowing” by the student at my place of business 

· I further agree and accept that the student will be required to take approximately 8 photographs connected to my business (mentor, student with mentor, outside the place of employment (in front of the marquee), inside the place of employment, work stations, equipment, people who work with or for the mentor, products or services, special skills required on the job, and other categories important to the field.  

Photo Release Form

I hereby give _____________________________ permission to take photographs of me, my place of business, or photographs in which I may be involved with others for the purpose of completing his/her school project entitled Windows to the World.  I understand that these photographs are to be used for educational purposes only, and will not be published in any way beyond the scope of the above mentioned school project.

I hereby release and discharge __________________________, and Zachary High School from any and all claims arising out of use of the photos. 

I am above the age of 18. I have read the foregoing document and fully understand its contents. 


Signature:  
_______________________________


Date: 

_______________________________


Print name: 
_______________________________

Position:
_______________________________


Company Name:
_______________________________

Address: 
_______________________________




_______________________________

Job-Shadowing Instructions (50 Points Total)

Requirements/Due Date: 


You are required to set up a job-shadowing day with your mentor.  You must job-shadow your mentor for a minimum of eight hours. If your mentor agrees, more time is a plus! If necessary, you may break down the eight total hours into two sessions of four hours but nothing smaller (not four sessions of two hours, etc.).  You may do these hours over the summer, but they must be completed by Wednesday, October 11th.  You MAY NOT use any school days or hours toward this senior project (including the job-shadowing).  We are suggesting that every senior completes the job-shadowing during fall break, October 9th and 10th.  If you want to shadow an educator, we suggest you use the date of Tuesday, October 10th to complete the hours (you are off of school, but teachers are not).  You will submit a Job-Shadowing Verification Form (30 Points) with your mentor’s signature by Wednesday, October 11th.  The form is located below.  It would be to your great advantage to do your job shadowing over the summer!
Photos:


While the photos are not mandatory, they would act as a beneficial enhancement to your visual presentation at the end of the semester; thus, you should use this day to take up to eight photographs.  Your photographs should illustrate the following: mentor, you with your mentor, outside the place of employment (in front of the marquee), inside the place of employment, work stations, equipment, people who work with or for your mentor, products or services, special skills required on the job, and other categories important to the field.  Be aware of privacy issues!  Do NOT take pictures of other employees’/clients’ faces without consent. 

Time Log (10 Points):


You must also complete a time log documenting how your time was spent on the job.  This must be signed and verified by your mentor.  Keep extensive, thorough notes of what you observed during this time!  You will use these notes to complete your Job-Shadowing Observation Journals, which are part of your overall report!  The Time Log is located below.  

Additional Questions (10 Points):


In addition to what you researched about your job, you must also come up with your own, relevant questions to ask your mentor on the day you job-shadow.  These should go beyond the scope of the basics that you already know and apply to the reality of the job.  Some example questions and the required sheet are located below.   

Windows to the World

Job Shadow Attendance Verification—30 Points!

	
	I verify that on
	
	from
	
	until
	
	

	
	
	date
	
	arrival time
	
	departure time
	

	
	
	was present at
	
	

	
	Student’s Name
	
	Site of shadowing experience
	

	
	as part of the job shadowing experience for Zachary High School’s Windows to the World Project.
	

	
	
	
	
	
	

	
	He/she completed a total of ___________ hrs of job shadowing on this occasion.
	

	
	
	

	
	
	
	
	
	

	
	Phone Number
	
	
	Name and Job Title (printed)
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	_______________________________________
	

	
	
	
	
	
	Signature of  Mentor
	
	
	


Using a scale of “1” to “3,” please rate the student in the following areas:

	
	Below

Expectation
	Meets

Expectation
	Exceeds

Expectation

	Punctuality
	
	
	

	• Reported to the job shadow at the appropriate time and place
	1
	2
	3

	Professional Appearance
	
	
	

	• Dressed appropriately
	1
	2
	3

	· Groomed appropriately
	1
	2
	3

	Professional Conduct
	
	
	

	• Scheduled appointment in a professional manner
	1
	2
	3

	• Behaved in a professional manner at the work site
	1
	2
	3

	• Attentive and respectful to employees and/or customers
	1
	2
	3

	Communication
	
	
	

	• Related well to host and others
	1
	2
	3

	• Asked appropriate questions
	1
	2
	3

	• Demonstrated interest in the experience
	1
	2
	3

	Overall Evaluation
	
	
	

	• Seemed to benefit from the experience
	1
	2
	3


Student total score: ___________________ / 30

This form is due on Wednesday, October 11, 2017.

Windows to the World

Job Shadow Attendance Verification—30 Points!

	
	I verify that on
	
	from
	
	until
	
	

	
	
	date
	
	arrival time
	
	departure time
	

	
	
	was present at
	
	

	
	Student’s Name
	
	Site of shadowing experience
	

	
	as part of the job shadowing experience for Zachary High School’s Windows to the World Project.
	

	
	
	
	
	
	

	
	He/she completed a total of ___________ hrs of job shadowing on this occasion.
	

	
	
	

	
	
	
	
	
	

	
	Phone Number
	
	
	Name and Job Title (printed)
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	_______________________________________
	

	
	
	
	
	
	Signature of  Mentor
	
	
	


Using a scale of “1” to “3,” please rate the student in the following areas:

	
	Below

Expectation
	Meets

Expectation
	Exceeds

Expectation

	Punctuality
	
	
	

	• Reported to the job shadow at the appropriate time and place
	1
	2
	3

	Professional Appearance
	
	
	

	• Dressed appropriately
	1
	2
	3

	· Groomed appropriately
	1
	2
	3

	Professional Conduct
	
	
	

	• Scheduled appointment in a professional manner
	1
	2
	3

	• Behaved in a professional manner at the work site
	1
	2
	3

	• Attentive and respectful to employees and/or customers
	1
	2
	3

	Communication
	
	
	

	• Related well to host and others
	1
	2
	3

	• Asked appropriate questions
	1
	2
	3

	• Demonstrated interest in the experience
	1
	2
	3

	Overall Evaluation
	
	
	

	• Seemed to benefit from the experience
	1
	2
	3


Student total score: ___________________ / 30

This form is due on Wednesday, October 11, 2017.

Time Log (10 Points):
Please be VERY THOROUGH in breaking down your time and observations. Please note each half-hour, the activity, and what you are learning about the job as you observe your mentor/the coworkers in action. Feel free the break down even further if it suits your career/experience/observations. 

	Start Time
	End Time
	Activities
	Observations

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Mentor's Signature:
	


Additional Questions (10 Points):
You should be asking the following questions (and at least four additional ones that you come up with) of your mentor in the form of an interview. You should also be recording the mentor’s response. DO NOT have your mentor write the responses!
1. What is an issue related to your career that makes it more difficult to do your job?

2. Was the job what you expected?

3. How would you expect a future employee to dress for an interview for this job?  Please be specific.
4. ________________________________________________________________________

5. ________________________________________________________________________

6. ________________________________________________________________________

7. ________________________________________________________________________

8. ________________________________________________________________________

9. ________________________________________________________________________

10. ________________________________________________________________________

Windows to the World Mentor Information Card


☺PLEASE PRINT





Student’s Last Name                                                        First Name





Mentor’s Last name                                                         First Name





Company Name





Business Address


___________________________________________________________________________


___________________________________________________________________________


___________________________________________________________________________





________________________________         ______________________________________


Business Telephone Number                              Business E-mail address





________________________________________


Mentor’s Signature





Student’s name





Student’s name








