Job Shadowing Preparatory Guidelines:

Mentor for the Day (Shadowed Person):
1. Organize your day to accommodate your visitor and spend as much time as possible with him/her. 
2. Think in advance what needs to be introduced or explained prior to observing the actual activity to maximize your Shadowee learning process. Provide documents if applicable and feasible. You will be informed about the Security level of your Shadowee.   
3. Early in the day, find out your Shadowee’s expectations as well as prepare some major points for discussion. 

4. Ask for comments and feedback. 
Shadowee (Mentoring Partners for the Day):

1. Do some research and prepare questions and your learning objectives. (Don’t forget your note pad and to turn off your cell phone and/or blackberry). 
2. Think in advance what you might be asked to describe or explain: have a 30 second introduction on what your role is in this organisation, have your questions and learning objectives ready. Ask early in the day when to ask detailed questions. 
3. Write down not only your observations, but also your detailed questions; you might refer to your notes long after this event is done. 

4. Ask for comments and feedback. 
