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Welcome to the Job Shadowing Experience Toolkit for public librarians!  
Why host a job shadow day?  Libraries are ever-changing organizations that reflect technological and social advances.  We need to recruit the very best talent to lead our profession into a future of growth and progress.  Teens are an ideal audience for job shadowing because they are already thinking about their careers and making choices about what classes to enroll in and where to attend college based on their career choices.  Now more than ever, our profession is striving to recruit teens from diverse backgrounds into the YA field, and job shadowing is an opportunity to promote librarianship and make it more visible to all teens.  Job shadowing helps to dispel stereotypes and give teens a glimpse of some of the creative aspects of the job.  Remember, these kids might be your co-workers and/or employees some day, if you’re lucky!

In an effort to encourage diversity in the library profession, the Job Shadowing Experience is designed to introduce any interested young adults to the young adult librarian profession through site and virtual visits.  These interactive visits provide participants with the knowledge and sometimes the hands-on experience of being a young adult librarian for a day or a few hours.  As defined by YALSA’s mission statement, this Experience targets young adults aged 12-18.   
Library participation is open to any library that serves young adults.  While not all libraries have a young adult librarian position, many libraries have a librarian who focuses on young adult services, purchasing materials for the collection, offering programs and events for young adults or even working one-on-one with young adults to create a welcoming environment.  These types of positions qualify for the Job Shadowing Experience, so don’t hesitate to sign up to be a host site!

Based on the Job Shadow Planning Day Notebook from the American Library Association, the following toolkit will help you plan a successful Job Shadowing Experience for young adults in your area.  Take special note of the RESOURCES section of this toolkit.  These are resources available online that offer questions and insight into other job shadowing programs in other organizations throughout the country and throughout the library profession.  Feel free to adapt the following information to fit the needs of your library.  

PREPARING FOR THE JOB SHADOWING EXPERIENCE

Check with Library Director or Library Board 
Check with the director of the library and/or the Library Board of Directors for any policies or bylaws that might affect the Job Shadowing Experience, such as age restrictions, insurance policies, etc.  

Visit the Job Shadowing Page on YALSA’s Wiki
Visit the Job Shadowing Page at [insert web address here] to include your library as a host site.  Designate a program contact person (library director or young adult librarian, for example) for the library and include all necessary contact information for that person.  Use this site to contact other libraries hosting job shadowing programs to share ideas or to collaborate.
Spread the Word!  
Let local young adults know about the job shadowing opportunity.  Think about your target audience:  the Job Shadowing Experience is designed for students aged 12-18, so include middle and high school students in the experience.  You are strongly encouraged to collaborate with your local school librarians and school districts on the experience.  Allowing participants to see the difference between a public library and a school library will enable them to understand the diverse role each library plays in the community.  
Think about who to contact at the school district.  Set up a meeting with the guidance counselor about the Job Shadowing Experience.  Many guidance counselors work with students to find the students’ right career path.  The RESOURCES section provides a sample letter to send to the guidance counselor about setting up a meeting to discuss the Job Shadowing Experience.  

When meeting with the guidance counselor, discuss the logistics of the experience:

· What will students gain from this experience?  Look at the RESOURCES section for a bullet list of job shadowing talking points.  Share this information with the guidance counselor.  Answer any questions the guidance counselor may have about job shadowing.

· When will the experience take place?  When discussing the various options with the guidance counselor, keep the following points in mind:

· Ask the guidance counselor what time of year would benefit the school and the library.  Some states require statewide testing to take place at the end of the year, which may not be a suitable time for the experience.  Check the school calendar for scheduled vacations and holidays.  The guidance counselor should let you know of any schedule conflicts with the school.

· Decide what time of day to host the experience.  Some libraries may benefit from hosting an experience after school or on the weekend, when the young adult librarian has the most interaction with young adult community members.  This will provide more engaging situations for the participants, more hands-on training and a better understanding of the typical day in the life of a young adult librarian.  

· When meeting with the guidance counselor, talk about transportation from the school to the library for an after school experience.  Many school districts offer activity buses that transport students home after extracurricular activities; this may be something to mention to the guidance counselor.  
· How many participants should be included in the experience?  Go into the meeting with an idea of how many participants can be accommodated at one time in the library.  Does space allow for a large group of five or six participants shadowing the young adult librarian?  Can the library only accommodate one participant?  Discuss any number limitations with the guidance counselor.  The school may only be willing to send one or two students per Experience.  If this is the case, work out a schedule with the guidance counselor.  Should there be more than one Experience offered during the school year to allow all students interested in participating?  Would the host library and the young adult librarian be willing to offer the Experience a few times during the year?

· What ways can the Job Shadowing Experience be promoted at the school?  Developing a connection with the guidance counselor is the first step to promoting the Experience.  Here are some additional ways to spread the word at the school:

· Set up a meeting between the guidance counselor, the school librarian and the host library.  Talk about collaboration between the school library and the public library for the Experience – sharing the job shadowing responsibilities by allowing participants the visit both the school library and the public library in one day.  The school librarian can help with promotion of the Experience by advertising the Experience opportunity and passing out materials and resources on librarianship (these promotional materials appear in the RESOURCES section of this toolkit).  

· Ask the guidance counselor if you can present the Experience at the next faculty meeting; school faculty can help recruit students for the Experience.  Because the faculty work closely with the students, they can determine those young adults that exhibit the positive characteristics and habits that librarians possess.  Ask them to consider young adults that have the following traits (but are not limited to):

· Great communication skills;

· Attention to detail and organizational skills;

· Willingness to teach and help others; and

· Outstanding problem solving skills.  

· Check with the guidance counselor about Career Day or Career Fair opportunities for students.  This is a great way to promote the Job Shadowing Experience to anyone interested in the library profession.  The school may offer assemblies throughout the year that showcase one profession; if your local high school does this, ask the guidance counselor if you can speak at the next assembly.  The more you spread the word about the library profession and the Job Shadowing Experience, the more young adults you will reach.

Use the promotional materials provided on the Job Shadowing Page at [insert web address here] to spread the word about the Job Shadowing Experience.  Also visit the American Library Association’s Library Careers web page and Education & Careers web page for other promotional ideas.  See the RESOURCES section for the links to these web pages and other websites that will be beneficial to your promotional needs.  Ask the high school to distribute materials to the student body or have the materials readily available at the library.  
Also, think about connecting with local private schools and local home school groups.

· Set up a meeting with the guidance counselor at the private school.  Follow the same procedure you went through with the public school guidance counselor.  

· To connect with home schooled young adults, see if there is a home school network in your area.  Chances are home schooled families are utilizing the library for class resources, so you may already have a connection.  If you do not have a connection within your library, check out Home School World’s Home School Organizations and Support Groups’ website at www.home-school.com/groups.  At this site, you can search your state for home school networks in your area.  Not all home schooled families are part of networks, but this would at least allow you to touch base with a small group of parents and young adults.  Once you make contact, ask to set up a meeting to discuss the Job Shadowing Experience.  You can meet with the coordinator of the home school network or invite the parents to attend an informative session on the Job Shadowing Experience.  Much like prior discussions with the public and private school guidance counselors, discuss the benefits of a Job Shadowing Experience and answer any questions the coordinator and/or the parents may have about job shadowing.  Hand out a list of the online resources (found in the RESOURCES section of this toolkit) for parents to see the successes of job shadowing.

If you do not have the ability to work with the local school district, private schools or home school networks, don’t worry!  The Job Shadowing Experience can be done just as successfully if you cannot coordinate with another library, school or network.  For those who want to participate in the Job Shadowing Experience but may not have the transportation to get to the library, provide them with links to virtual job shadowing opportunities (see Virtual Job Shadowing Opportunities for more information).  Also, use the resources that appear at the end of this toolkit for some ideas to create a unique Job Shadowing Experience. 
Transportation
If the local public high school library is also participating in the experience, perhaps coordinate with the guidance counselor or librarian to have students visit both sites in one day.  The high school may be able to provide transportation for the students to go between the two libraries.
Transportation for private school may be a little harder – many private schools do not have regular forms of transportation, such as buses or vans, at their disposal for students.  Talking with the private school guidance counselor should help answer any questions you may have about transportation.

In many home school networks, parents team up to take young adults from one location to another.  Talk with parents about the best way to transport participants to the library.
Receive Parental Permission  
Before they can participate, young adults should receive parental permission for attending the Job Shadowing Experience.  You may want participants to drop off signed permission forms to your library or the high school may be willing to accept signed permission forms, especially if you are collaborating with the high school librarian.  See the RESOURCES section for access to a Parental Permission Form. 
Please note: if the Job Shadowing Experience occurs on a school day, the school is technically liable for the students.   The high school would most likely have a specific permission form that young adults would have to use.  Check with the school librarian or the guidance counselor about the school’s policy on permission forms.  
JOB SHADOWING EXPERIENCE DAY

The following provides a general outline for a typical Job Shadowing Experience Day.  By the end of the day, participants should have a better sense of a young adult librarian’s tasks and responsibilities through discussions and hands-on activities.  The outline’s flexibility allows young adult librarians to plan a day that suits the needs of their library and the participants; feel free to adapt the outline!  Adapt the outline for a full day’s worth of activities or for an experience lasting a couple of hours.  After meeting with the guidance counselor (see Spread the Word! for more information on setting up a meeting), you should know what time of year and day will work best for your experience.  Keep in mind participants will see a more engaged young adult librarian during hours in which young adult community members frequent the library.  
The experience can be designed for a group of several participants or one or two participants.  Having one or two participants in the group will enable more individualized interaction with the young adult librarian, as well as more hands-on activities.  Larger groups will provide opportunities for varied perspectives, leading to excellent discussions on librarianship and job duties.  Larger groups will also benefit from hands-on activities.

The RESOURCES section includes sample schedules for large groups and small groups.  Remember, these schedules can be adapted to fit the needs of the host library.  Choose what outline sections you wish to follow; if you want to discuss something else during the Experience, feel free to do so!   

Orientation
· Welcome all participants to the library. 
· Participants should be given time to introduce themselves and explain why they wanted to participate in the Job Shadowing Experience.
· Ask the participants what comes to mind when they think of the term “librarian.”
· Allow time for discussion by participants, asking them to elaborate on what they feel job duties may include, how the typical librarian may look, what type of education may be necessary, etc.
· Discuss the diversity found in the library profession – undergraduate educational background of librarians, changes in librarianship over the years, etc.
· Explain the schedule for the day.  Some librarians may wish to print out the schedule for participants and briefly go over each segment of the Experience – what topics will be discussed, what activities will be covered, etc.  
Learning About the Young Adult Librarian Profession

· Take time to discuss qualifications for becoming a young adult librarian.  Including:
· Explain any special courses taken in library school.
· Explain reasons for becoming a young adult librarian.
· Think about some interactive ways to engage the participants in the discussion.  Some suggestions include:
· Have the participants explore the website www.ilovelibraries.org. Pose questions such as what are some issues facing libraries today? or using this site, list five books from Oprah’s Book Club list.  Leave time for discussion.
· Let participants peruse the Occupational Outlook Handbook.  Again, you can create a scavenger hunt opportunity and have students look up “librarian” and talk about their findings.
· Let participants do as many hands-on activities as possible; remember, this is not a field trip for the participants, but rather an opportunity to observe and help out a young adult librarian.  Depending upon the number of staff at a particular library, the young adult librarian may be responsible for different duties at different libraries.  Some examples include (but are not limited to):
· If your library has a homework help center, participants can lend a hand.  If it does not, talk to the participants about the possibility of creating after school tutor sessions at the library.
· Provide a tour of the library.  Make sure to show participants the young adult collection, the reference collection and the adult collection.  Ask if participants have any suggestions on improving the young adult section in the library – how can the section look more inviting to young adults?
· Create a scavenger hunt for participants tailored to your library.
· Explore the electronic databases available through your library.  Maybe create an online scavenger hunt, allowing them to explore the different databases offered.  This will connect them with resources they can use while doing research projects. 
· If you have a video camera, create book trailers with the participants.  Book trailers are a fun, unique way of advertising a book to a general audience.  Think movie trailers, except for books.  Visit this site for examples of some book trailers:
· http://www.ala.org/ala/mgrps/divs/yalsa/booklistsawards/video10.cfm
Even if the library does not own a video camera, it may be fun to have participants act out a book trailer!
· Develop read-alike lists.  Have participants find books similar to their favorite book and create bookmarks featuring their selection.
· Develop author brochures.  Participants choose their favorite author and create a pamphlet about their favorite author.  The pamphlet can contain the author’s biography, a quotation from the author, the author’s picture, a list of their books, etc.  Participants can prepare these for distribution at the library.  
· Introduce participants to key staff at the library who are there that day, such as the director and/or assistant director, the reference librarian, head of cataloging, etc.  These individuals will serve as further library connections to the participants and show the different levels of service at a library.
· Explain the library’s classification system – are the books arranged by the Dewey Decimal System, Library of Congress, etc. – that your library uses.
· Set up displays to advertise collections in the library. 
· Allow participants to practice checking in and discharging books.  Perhaps set up a pretend library card account and explain the basics of the ILS used at the library.
· Encourage participants to write a book review about their favorite book.  Post on the library’s website or create a blog or wiki for the book reviews.  One of the participants may be willing to maintain the book review site, posting reviews that are handed in at the library.
· Develop a blog or a wiki that announces news and events at the library.  Let participants input news and information and design the blog or wiki.
· Develop podcasts, featuring book reviews, book talks or whatever ideas participants may have.  Have participants script out and perform.
· Show participants resources used for answering reference questions in the Reference Department.  Have the participants ask a few questions and show them the process of finding the information.
· If you have a gaming night at the library, ask participants’ input on the current games offered.  Do they have suggestions for other games to purchase?  Invite participants who express interest to help coordinate a future game night.
· Ask for help during a school visit.  Maybe participants can help while presenting a book talk to a class or, if you do a summer reading school visit, help make a fun, interactive summer reading presentation.
· Let participants attend a staff meeting.  Participants can provide insight into collaboration among the different sections of the library.  Some examples include:
· Creating a story time program with the children’s librarian with young adults as the readers to small children.
· Developing a computer class where young adults teach older adults basic computer skills.
· Developing a program where young adults show older adults how to play Wii Bowling or any other video game.
· Let the participants see some of the resources used to purchase materials and allow them to make suggestions.  Especially if participants get to see a Technical Services Department, explain the process of getting an item ready for the shelf.
· Ask the participants’ input on a new library program.  Let them get involved in the event’s planning and talk about ways they can continue to participate in planning, whether it be through volunteering in the library in the future or joining a Teen Advisory Board.  
· Have participants design marketing materials (posters, flyers, bookmarks, signs, etc) for upcoming events and programs.  
· Prepare a press release for an upcoming event.
· Use participant’s input on designing a web presence for the library.  Is your library on Facebook? Myspace? Twitter?  If not, get input from the participants.  They can tell you how best to reach other young adults in the community virtually.
· Discuss with participants the possibility of creating a young adult book discussion at the library, or enhancing a currently operating discussion.  Ask participants for possible book titles and let them explore online for discussion guide resources.  What questions would they suggest asking at the book discussion?
· Let participants view your website.  How can it be improved?  What features would enhance the site?  What widgets would they suggest the site to include?
· Create a video about why the participants love the library.  Be sure to post it on the Job Shadowing Page at [insert web address here].  
Interview Guidelines

Part of becoming a young adult librarian is going through the interview process.  You may want to set some time aside during the Job Shadowing Experience to talk about the interview process with the participants.  Discussing what is expected in an interview may even help the participants as they currently look for a job.

· Discuss interview etiquette.  Discussion can include dress attire, behavior, when to arrive for the interview and sending thank you notes to interviewers after the interview.  

· Discuss the value of references with the young adults.

· If you have a personal portfolio, show the participants.  Discuss the contents of the portfolio and why each item was included.

· Let the participants know what questions to ask during an interview.

· It might be fun to do role playing with the participants.  Assign each participant the role of interviewer or interviewee.  Create a scenario for the role playing or use one of the following scenarios:

· Interviewee pretends to arrive to interview wearing holey jeans and sneakers and seems not to care about the interview.  How would the interviewer respond?

· Interviewer seems hurried and not engaged in the interview.  How would the interviewee respond?

· Interviewee arrives 15 minutes late to the interview.  How would the interviewer respond?

· Using the information learned from the Interview Guidelines, interviewer and interviewee conduct a good interview.  Each pair presents their routine to the group (if in a large group).
After the Job Shadowing Experience

· Write a thank you note to all participants.  Let them know how much you appreciated the opportunity to share an aspect of the library profession with the participants.  
· Provide each participant with the business card of the young adult librarian and/or the director of the library.  This will allow for further communication to take place between the participants and the library.  Encourage the participants to ask questions.
Evaluating the Day

To wrap up the day, have the participants discuss their impression of young adult librarians and the library profession.  How has their first impression changed?  Can they see themselves working in a library in the future?  Allow time for discussion.  Have the participants fill out the evaluation form located in the RESOURCES section of this toolkit.  These responses will help YALSA and the host library determine what changes need to be made for future Experience offerings.  Please share these responses with YALSA!  Submit the participants’ responses via [insert web address/mailing address/address for evaluations].
Visit the Job Shadowing Experience survey at [insert web address here] to complete a survey about the entire program.  The survey is an important part of the program: it allows YALSA to know what libraries feel are the benefits of the program as well as the necessary changes that need to be made for a more successful program.  Please be sure to complete the survey and note any additional resources and materials you feel are needed for the Experience.  
VIRTUAL JOB SHADOWING OPPORTUNITIES
For individuals, librarians and schools unable to attend or provide an in-person job shadow experience, virtual job shadowing is an excellent alternative. Teens can still interact with a librarian “on the job” and gain an understanding of the profession through accessible and affordable technologies.  Via the Job Shadowing Page at [insert site here], participants may do video chat with a school librarian at the local high school or visit with a young adult librarian from a larger or smaller public library.  Libraries can even post their own videos on the Job Shadowing Page.
Use the above website to help promote the Experience with teachers, guidance counselors, school board members, parents or any adult who may have questions about the Job Shadowing Experience.  You may also want to use some of the videos on this site as a way to internally promote the Experience by having a computer set up by your young adult area for young adults to watch the videos.  If they are interested in learning more, encourage them to sign up for the Job Shadowing Experience.  Remember, the materials are available for you to adapt to your needs.  Use them in any way that you feel will benefit your specific Job Shadowing Experience program.

During the Job Shadowing Experience, it is strongly encouraged that some time is placed in the schedule for a Virtual Job Shadow Experience.  Use the sample schedules in the RESOURCES section as guides to incorporating this opportunity within your Experience schedule.  Please use the following information to become better acquainted with this emerging technology and to find out how you can produce your own materials for a Virtual Job Shadow Experience.

Virtual Job Shadow Experience…What Is It?

Virtual job shadowing takes advantage of interactive technologies such as instant messaging, chat rooms, Skype and other conferencing resources to connect teens with working librarians for a meaningful, interactive conversation.  Teens are already connected to friends and family through many of these mediums. They are comfortable with and savvy about communicating virtually. According to a Pew Internet and American Life Project report titled “Social Media and Young Adults,” as of December 2009, 93% of teens age 12-17 were online and using social networking (significantly up from 74% in 2007).  The virtual job shadow experience aims to take advantage of this trend, which shows no sign of slowing.

In addition, the report found that race and household income did not significantly deter how often teens went online. For example, 27% of teens living in households with an income under $30,000 went online several times a day while 21% of teens in this group went online about once a day. While this compares to 40% teens living in households with incomes over $75,000 accessing the internet several times a day, these numbers say that teens are an ideal audience for this sort of experience.

Preparing For a Virtual Job Shadow Experience

The virtual job shadow experience adapts some of the resources and activities of the in-person experience. However, since librarians do not have to prepare for on-site visitors, it can be ideal for both librarians and schools with limited time and resources.

Use the promotional materials and resources provided in the RESOURCES section to spread the word and connect with young adults. A “sell” to schools, homeschooling groups and other teen-oriented organizations is that the virtual experience can accommodate more teens at a time and fits into a variety of schedules. 

Browse the Technology Recommendations below to get a sense for which technologies can make the most of a virtual job shadow experience. It is recommended that you test these before the experience to get a sense of how well they work for you and what kinks you can expect. It is important to make clear how the virtual experience will be hosted to the participants when you contact them so that they can prepare as well. It is recommended that in confirming the experience with participants that you also confirm they have tested and understood using the chosen technology. This is especially important at schools where firewalls and other such protections can create unexpected obstacles to the experience. Luckily, most schools can work with their IT departments to easily solve issues if done in advance.

Orientation

A video “Busting Myths: The Real Teen Librarians” is available online at (http://www.xxx) for participants to view before the virtual experience. It is recommended that participants view it as close to the experience as possible. The hosting librarian should be familiar with the video; it is a good source for participants to generate questions for the experience.

The hosting librarian should provide an agenda, which includes all technology information and the link to the video, before the experience to participants.  It can include some of below or adapted to fit time constraints, student interest or school requirements. If the hosting librarian works for an institution with a web presence, they should direct participants to explore it before the experience.  Other ideas to enhance the experience include: providing photos of the librarian and the institution, highlight programs/services specific to teens, and direct them to social networking hosting library uses such as MySpace or Facebook pages, YouTube videos, Flickr or others.

· Welcome all participants to the experience and ensure technology is working on both sides. 
· Participants should be given time to introduce themselves and explain why they wanted to participate and what they hope to gain.
· Go over the agenda.
· Ask the participants what they thought a librarian was and was not before viewing the video. Did it change their minds, surprise them, or generate questions?
· Discuss the diversity found in the library profession – undergraduate educational background of librarians, changes in librarianship over the years, etc.
Learning About the Young Adult Librarian Profession

· Take time to discuss qualifications for becoming a young adult librarian.
· Explain any special courses taken in library school.
· Explain reasons for becoming a young adult librarian.
· The hosting librarian can include any of the following activities in the agenda to provide structure beyond just a Q&A session. Examples include (but are not limited to):
· Provide a “tour” of the library (Presentation tools are great for this; look at the Technology Recommendations for presentation tools to use.).  Make sure to highlight the young adult collection, the reference collection and the adult collection.  Include photos and bios of key staff at the library, including the director and/or assistant director, the reference librarian, head of cataloging, etc.  These individuals will serve as further library connections to the participants and show the different levels of service at a library.
· Explain the library’s classification system – are the books arranged by the Dewey Decimal System, Library of Congress, etc. – that your library uses.  
· Show participants online resources used for answering reference questions in the Reference Department.  Have the participants ask a few questions and show them the process of finding the information. This is a great way to highlight resources other than Google that students might use themselves after the experience.
· Ask the participants’ input on a new library program.  Let them get involved in the event’s planning and talk about ways they can continue to participate in planning, whether it be through volunteering in the library in the future or joining a Teen Advisory Board.  
Technology Recommendations

To make the most of the virtual job shadow experience, it is recommended to use a real-time, interactive medium such as Skype, videoconferencing, or a chat room. Other technologies such as Second Life, Twitter, Facebook and MySpace were considered but are not recommended for various reasons. According to Pew’s Social Media and Young Adults report, teens ages 12-17 do not use Twitter in large numbers – just 8% of online teens 12-17 say they ever use Twitter, a percentage similar to the number who use virtual worlds, such as Second Life. While Facebook and MySpace are incredibly popular and well-utilized by both teens, young adults and adults, they do not currently offer enough real-time, meaningful engagement opportunities for the experience. However, as they continue to develop, this may change and need reevaluation for this project.

The following are recommended for creating an engaging experience for the hosting librarian and participants: 

To Connect: 
The following are free services the hosting librarian and participants can use to connect using video, audio or chatting. Please note many offer file and screen sharing. It is recommended the hosting librarian try these in advance to determine which is most accessible and user-friendly for the experience.

· Skype: a free phone service that allows members to talk for free via the internet. It is free to sign up and download Skype. Offers video or audio-only options for users. Includes file transfer, screen sharing and conference calling for free. 
Both the hosting librarian and participant must sign up for free service.
Provides excellent how-to tutorials for first-time users. 
Technology needs: PC or Mac with sound, internet connection.
Optional technology needs: web cam.
Must download application to computer to use.
http://www.skype.com/intl/en-us/support/user-guides/start-skype/
· Oovoo: two-way videoconferencing and phone calls are free. Includes file sharing and text chat rooms. Offers both video and audio-only options for users. Does not require all participants to become members to use.
Technology needs: PC or Mac with sound, internet connection.
Optional technology needs: web cam.
Must download application to computer to use.
http://www.oovoo.com/Home.aspx
· SightSpeed: considered “hassle-free” because it runs well on most operating systems. Offers two-way videoconferencing and phone calls for free. Includes text chatting. Offers both video and audio-only options for users. 
Technology needs: PC or Mac with sound, internet connection.
Optional technology needs: web cam.
Must download application to computer to use.
http://www.sightspeed.com/

To Present: 
The following are free online presentation tools hosting librarians can use to create presentations and share them with participants in advance or during the experience. Please note some of these include chat features, which is an engaging alternative for those for whom video or audio conferencing is not an option.

· AuthorStream: allows users to upload Power Point presentations and share them with a unique URL. Additional features include Present Live - Interactive Online Presentation Meetings: chat rooms and allowing presenter to control presentation while others access it from their own computer. 
Does not require downloading application to computer to access.
Requires creating free account.
http://www.authorstream.com/
· Zoho: Browser-based tool that allows users to easily create and share presentations online. Includes templates or can create from scratch. Also allows embedding in blogs or web sites.
Does not require downloading application to computer to access.
Requires creating free account
http://show.zoho.com/login.do
· PreZentit: free, browser-based tool that allows users to create and show presentations. 
Does not require downloading application to computer to access.
Requires creating free account
http://prezentit.com/

Hopefully these resources help provide a worthwhile and engaging experience for both the hosting librarian and participants. Please share feedback, ideas for improvement and success stories by completing the Job Shadowing Experience survey at [insert web address here]. And encourage other librarians to sign up to virtually host participants in a job shadow experience. 

RESOURCES

The next few pages contain sample forms, letters and anything else you may need to help design and implement a Job Shadowing Experience in your library.  Please note that some of these forms are sample distributable forms for students.  You may want to check with your local school district to see if these forms are acceptable for students to use.  Some school districts only accept specific forms for a legal absence from school.
The sample schedules follow the outline in the JOB SHADOWING EXPERIENCE DAY section of the toolkit.  For any clarification in the schedule, please refer to the more detailed explanations in the outline.  Also, the time allotments provided within the schedule are just time suggestions; you may find that additional or less time is needed for particular sections.  Please note lunch is included in the full day schedules.  Unless you would like to provide a lunch for the participants (such as pizza or sandwiches), have the participants pack lunches for the day. 

Promotional materials may be found on the Job Shadowing Page at [insert web address here].
Feel free to adapt the following materials to fit your needs. 
Sample Schedule – Full Day

**The following schedule is based on a 5 hour day at the library, perfect for a Saturday or a day during the summer.  This can also be used during the school day when collaborating with the school librarian.  Look at the outline in JOB SHADOWING EXPERIENCE DAY for program suggestions**
ORIENTATION (30 Minutes) 
LEARNING ABOUT THE YOUNG ADULT PROFESSION: EDUCATION (30 Minutes) 
LEARNING ABOUT THE YOUNG ADULT PROFESSION: HANDS-ON ACTIVITIES (1 Hour 15 Minutes)
LUNCH (30 Minutes) Please note: It is highly encouraged for participants to pack a lunch. Designate a spot in the library for lunch – the staff room, an unused meeting room, etc.

LEARNING ABOUT THE YOUNG ADULT PROFESSION: HANDS-ON ACTIVITIES (1 Hour) 
INTERVIEWING GUIDELINES (45 Minutes) 
VIRTUAL JOB SHADOW OPPORTUNITIES (15 Minutes) What is it like to be a young adult librarian at another library? Watch some videos posted by other libraries; if there is an opportunity, communicate with another librarian via Skype

EVALUATING THE DAY (15 Minutes) 
Sample Schedule – Half Day

**The following schedule is based on a 3 hour day at the library.  Look at the outline in JOB SHADOWING EXPERIENCE DAY for program suggestions **

ORIENTATION (15 Minutes)

LEARNING ABOUT THE YOUNG ADULT PROFESSION: EDUCATION (15 Minutes)

LEARNING ABOUT THE YOUNG ADULT PROFESSION: HANDS-ON ACTIVITIES (2 Hours)

VIRTUAL JOB SHADOW OPPORTUNITIES (15 Minutes)

EVALUATING THE DAY (15 Minutes)


ABC Library
123 Any Street

Anytown, USA  11111

May 11, 2010
Dr. John Smith

Guidance Counselor

Anytown High School
555 Any Street

Anytown, USA  11111

Dear Dr. Smith:

My name is Susie Miller, and I am the young adult librarian at the ABC Library.  I would like to schedule a meeting with you to discuss a possible job shadowing collaboration between your school and my library.  

The Job Shadowing Experience is an initiative supported by the Young Adult Library Services Association.  This Experience allows participants aged 12-18 to explore the library profession by shadowing a young adult librarian.  Performing hands-on activities, asking questions about the library profession and participating in interviewing techniques educate the participants in not only the library profession but also in skills and knowledge needed for any job experience.

If you are interested in discussing this further, please feel free to contact me at 555-111-1155 or at susiemiller@abclibrary.org  I would love to discuss this collaboration opportunity with you and answer any questions you may have on the Job Shadowing Experience.

Sincerely,

Susie Miller

Librarian

Parental/Guardian Permission Form

In order for your son or daughter to participate in the Job Shadowing Experience, he or she must have a completed Parental/Guardian Permission Form.  The Job Shadowing Experience allows teens to explore the teen services librarian profession.  Teens will have a chance to learn about the library profession, perform job duties of a teen services librarian and conduct a virtual visit other libraries in the area courtesy of online resources.  Here is some basic information:
Date and Time of Job Shadowing Experience:________________________________________

Location:​​​​​​​​​​​​​_____________________________________________________________________

Name of Librarian Supervising the Event:____________________________________________

Librarian Contact Information:____________________________________________________
Please complete the following information and return it prior to the Job Shadowing Experience.

I give permission for my son/daughter_________________________ to participate in the Job
                                                                                 (name)

Shadowing Experience. 

Emergency Contact Name:________________________________________________________

Emergency Contact Telephone Number:_____________________________________________

Emergency Contact Cell Phone Number:_____________________________________________

Please list any allergies, disabilities, medical limitations or other restrictions: 

______________________________________________________________________________

______________________________________________________________________________ 

Emergency Authorization: In an emergency, I hereby authorize the school to make such arrangements as necessary.  I also authorize the hospital/physician/dentist to perform the necessary procedures.

_________________________________      __________________________________

(Signature of Parent/Guardian)


(Date Signed)
Participant Evaluation Form

Thank you for participating in the Job Shadowing Experience!  We hope that this Experience has provided you with a better understanding of the young adult librarian profession and the library world.  Please fill out the form below and turn this form into the young adult librarian at the library you physically visited.  Use the back of this form is necessary for additional comments.

Date: ____________________________________________

Library Visited: ________________________________________________

On a scale of 1 to 5, how would rate your experience (1 = not helpful, 5 = very helpful)? ________
What part of the Experience did you find to be the most beneficial?

What part of the Experience did you find to be the least beneficial?

What suggestions do you have that can make this program better?

Would you recommend this program to someone else?  Please explain
On a scale of 1 to 5, how interested in the library profession were you BEFORE this experience (1not at all interested, 5 very interested)?

On a scale of 1 to 5, how interested in the library profession were you AFTER this experience (1not at all interested, 5 very interested)?
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	123 Any Street
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teens become librarian for a day

anytown, usa may 6, 2010:  In a twist on learning, teens from the Anytown High School walked in the shoes of a young adult librarian at the ABC Library on Thursday.  Taking part in the Job Shadowing Experience at the library, teens interacted with young adult librarian Susie Miller by researching answers to patron’s questions, processing and circulating books, assisting the homework help center and conducting mock job interviews.  The Job Shadowing Experience is an initiative of the Young Adult Library Services Association, a division of the American Library Association, and is open to young adults aged 12-18.  Said Miller of the Experience, “This is such a great opportunity for young adults to learn about the library profession and gain a better understanding of a librarian’s job.”  Participants also visited the Anytown High School library and librarian Mr. William Darcy, as a collaborative educational exercise between the public and school libraries, and virtually visited other libraries across the county, learning how other young adult librarians work for their community.

Said Tyler Johnson, a participant, “It was really cool how we got to work side by side with Miss Susie.  She showed us all these neat things about being a librarian…how to purchase stuff, how books are put on the shelf.”  This is the first time a Job Shadowing Experience at a public library has been offered to students at Anytown High School.  Dr. John Smith, the guidance counselor at Anytown High School saw this as “a fun and informative way for students to explore future career options.”  For more information on the Job Shadowing Experience, contact Susie Miller at 555-111-1155 or susiemiller@abclibrary.org.

###
Job Shadowing Experience Talking Points

· YALSA is looking for diversity in the young adult librarian field.
· Changing dynamics and demographics in today’s teen population calls for new individuals who can meet the needs of today’s ethnically and culturally diverse teens.
· Provides a unique learning experience for participants.
· Hands-on activities enable participants to become a young adult librarian for a given amount of time.
· Participants are educated in how libraries use classification systems to arrange books on the shelves.
· Receive instruction on answering questions, which will help in their own research endeavors during high school and college.
· This Experience provides exposure to other kinds of libraries.
· Partnership with school library will allow participants to look at their school library and librarian in a different way
· Virtual job shadowing – viewing videos from other librarians and/or authors and talking via Skype with other librarians will show young adults how being a young adult librarian varies depending upon location, library and stress the importance of the library profession
JOB SHADOWING RESOURCES
For more information on job shadowing initiatives and events, visit the following websites: 
"Examples of Other Questions to Ask During Job Shadow." Department of Public Instruction, 
Lake Shore Health Care Alliance, Web. 27 Feb 2010. <http://www.lshca.org/SampleQuestions.pdf>.
This resource provides sample questions participants may consider during the Job Shadowing Experience. 
"Job Shadow Day." 2009. Job Shadow Coalition and JA Worldwide, Web. 27 Feb 2010. 
<http://www.jobshadow.org/>.
A recent national initiative with corporate sponsors such as AT&T, the Job Shadow Day website offers contact information for local Junior Achievement offices throughout the country. JA works to help students with career planning and offers various educational programs for students.
"Job Shadow Day Planning Notebook." 2003. American Library Association, Web. 27 Feb 2010. 
<http://www.ala.org/ala/mgrps/divs/aasl/aasleducation/jobshadow.pdf>.
If you have any lingering questions on conducting a successful Job Shadowing 

Experience, use this resource as a further guide to planning your day. This notebook has over twenty pages of useful information.
"Job Shadow Program." UW-Platteville Career Center, Web. 27 Feb 2010. 
<http://www.uwplatt.edu/careercenter/resources/JobShadow.pdf>.
An excellent resource for students thinking about participating in any job shadowing program. Provides questions participants can ask at the Job Shadowing Experience.
Junior Achievement, Web. 24 Apr. 2010. <http://www.ja.org>.

Junior Achievement offices across the country offer job shadowing opportunities for young adults.  Consider checking out this website for more information and for the office closest to your library.
Lozada, Marlene. "Job Shadowing: Career Exploration at Work." Techniques (Association for 
Career and Technical Education). 76.8 (2001): 30-33. Print.
This article discusses the importance of creating a carefully planned job shadowing 

program to ensure success for participants.
Mariani, Matthew. "Job shadowing in Junior and Senior High School." Occupational Outlook 
Quarterly 42.2 (1998): 43+. General OneFile. Web. 1 Feb. 2010. <http://find.galegroup.com/gps/start.do?prodId=IPS&userGroupName=va0053_remote>.
This article highlights the experiences of job shadowing participants and the benefits they found in their school’s program.
Reese, Susan. "Exploring the World of Work Through Job Shadowing." Techniques (Association 
for Career and Technical Education). 80.2 (2005): 18-23. Print.
This article provides discussion on the values of job shadowing programs.
Sutton, Margot. "Job Shadow Day: Recruiting to the Profession." C&RL News 61.4 (2000): n. 
pag. Web. 27 Feb 2010. <http://www.ala.org/ala/mgrps/divs/acrl/publications/crlnews/2000/apr/jobshadowday.cfm>.
This article, found on the ALA website, looks at the job shadowing program offered by ACRL in conjunction with National Job Shadow Day 2000. You can find ideas on activities from this article, as well as learn about the benefits of a job shadowing program.
"Take Our Daughters and Sons to Work." Take Our Daughters and Sons to Work Foundation, 
Web. 27 Feb 2010. <http://www.daughtersandsonstowork.org/wmspage.cfm?parm1=485>.
This is a national program held yearly inviting daughters and sons to visit the parental workplace.  This site offers timelines and other resources that may help with further planning ideas for hosting the Job Shadowing Experience.

Wallace, Linda. "Groundhog Job Shadow Day Shatters Stereotypes." American Libraries 32.5 
(2001): 38. General OneFile. Web. 1 Feb. 2010. <http://find.galegroup.com/gps/start.do?prodId=IPS&userGroupName=parkwayc>.
Much like the Margot Sutton article listed above, this article also looks at libraries participating in the National Job Shadow Day. Note how the participants’ perceptions of librarians changed by the end of the day!

LIBRARY AND LIBRARY CAREER RESOURCES

“ALA Scholarship Program.” American Library Association, Web. 15 May 2010.

<http://www.ala.org/ala/educationcareers/scholarships/index.cfm>.

Share this link with students to show the various kinds of scholarship opportunities available to those interested in the library profession.
American Library Association, Web. 10 Apr. 2010.


<http://www.ala.org/>


This is the home page for the American Library Association.
“Becoming a Librarian.” American Library Association, Web. 15 May 2010.


<http://wikis.ala.org/professionaltips/index.php/Becoming_A_Librarian>.


Provides further resources on becoming a librarian.
“Directory of ALA-Accredited Master’s Programs in Library and Information Studies.” 

American Library Association, Web. 15 May 2010.

<http://www.ala.org/lisdir>.

Provide a link to this site for students interested in becoming librarians.  This gives a list 

of all accredited master’s programs in Library Science.
“Education & Careers.” American Library Association, Web. 24 Apr. 2010.


< http://www.ala.org/ala/educationcareers/index.cfm>.

This is an excellent resource for participants who may have additional questions about becoming a librarian or for guidance counselors or teachers to offer as a resource to students.  Look specifically at the Recruiting Resources section to encourage students/participants with a diverse educational and interest background to consider a library profession.

Gordon, Rachel Singer. "How to Become a Librarian." Library Journal 15 Sep. 2009 : n. pag. 
Web. 15 May 2010. <http://www.libraryjournal.com/article/CA605244.html>.
Updated from an article published June 1, 2005, this tells potential librarians all they need to know about becoming a librarian.  From the differences between the types of libraries to financial aid/scholarship availabilities, this would be an excellent article to share with students.
“Harris Youth Poll.”  American Library Association, Web. 15 May 2010.

<http://www.ala.org/ala/mgrps/divs/yalsa/HarrisYouthPoll.pdf>.
This resource provides the results for a 2007 study conducted by Harris Interactive on youths aged 8-18 and library use.  


Lenhart, Amada, Kristen Purcell, Aaron Smith, and Kathryn Zickuhr. “Social Media and Young 
            Adults.” Pew Internet & American Life Project, 3 Feb. 2010. Web. 1 June 2010.
<http://pewinternet.org/Reports/2010/Social-Media-and-Young-Adults/Part-3/4-Twitter- 
            among-teens-and-adults.aspx?r=1>. 

This article, featured in the Virtual Job Shadowing Opportunities section, looks at the 

emerging technology trend among young adults.
"Librarian." 28 04 2008. U.S. Bureau of Labor Statistics, Web. 27 Feb 2010. 

<http://www.bls.gov/k12/reading04.htm>.

Provides great general information on the librarianship profession, including average salaries, job availability, what education is needed, etc.  Consider using the points presented on this site as talking points while discussing the librarian profession with job shadowing participants. 
“Library Careers.” American Library Association, Web. 24 Apr. 2010. 

<http://www.librarycareers.org>.

This is an excellent resource for participants interested in learning more about the 

library profession.  Look over this website to find talking points about the library 

profession and why it is more important than ever to find people with many kinds of 

interests and many kinds of backgrounds interested in the library profession.
Young Adult Library Services Association, Web. 10 Apr. 2010.


<http://www.ala.org/yalsa>.


This is the home page for YALSA.
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