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Work Shadowing
The Wessex Group of Sixth Form Colleges has agreed to establish a work shadowing scheme for its staff.  The purpose of the scheme is to provide opportunities for staff to learn in some depth how colleagues in other colleges operate.  The reasons they might want to do this include:

· Preparation for promotion and/or career development – which might involve shadowing a more senior member of staff in another college;

· Development opportunity to learn about different approaches – this might involve shadowing peers undertaking similar roles in another college;

· Project Management – which might involve shadowing someone who is leading a particular aspect of a staff member’s current or future role eg the preparation of a capital bid, application for funding.

The scheme will operate relatively informally:  Any forms will be used initially to collate information about the areas of interest to host and shadow and subsequently to ensure a good match between host and shadow.  Some evaluation of the scheme will also take place.

Once participants have been put in contact with each other, they will plan a placement to meet the aims of the shadow.  Placements are likely to be two or three days duration, probably spread throughout a year, although for a specific project the timetable may be shorter.  

Both hosts and shadows will have discussed their intention to take part in the scheme with their line managers before approaching the Group Manager who will broker placements.

Group Manager

Wessex Group of Sixth Form Colleges

07917 454100

www.wessexsfc.ac.uk
Application to Work Shadowing Scheme

	Shadow Name:

	

	Job Title:

	

	Contact Details (‘phone number and email address are required):

	

	Shadow Management level – your position in organisation/ key responsibilities:

	

	Desired host Management level:

	

	What are your aims for shadowing someone in another Wessex Group College?

	

	What do you want to shadow?  (eg. a project, leadership at senior management level, classroom observation, management of a specific subject)

	

	When would you like the placement to take place?

	

	Any other relevant information which can be forwarded to the host:

	

	Please return to Group Manager: manager@wessexsfc.ac.uk


Guidelines for Work Shadowing Scheme

You have applied as a host or shadow in the Wessex Group of Sixth Form Colleges’ Work Shadowing Scheme.  These notes are intended to help ensure that you get the most from the placement.

Getting Started

Once you have been put in touch with your host/shadow, information which shadows have provided to the Group about their aims and interests will be forwarded to hosts.  Shadows will be responsibly for arranging a preliminary meeting to plan the placement.   In addition to assessing whether or not the placement will meet the aims of the shadow, it is an opportunity to co-ordinate diaries for placement days.  There may also be other considerations to agree at this stage, eg outcomes for the placement, matters of confidentiality in the host college.

Please ensure that the Group Manager is aware of the agreed outcomes and the dates of the placement.

During the placement

It is up to hosts and shadows as to how the placement proceeds.  For example, a shadow may be required to report back to colleagues/managers in their own college at the end of the placement.  In this case, notes may be needed along with an agreement at the preliminary meeting about the host input into the report.

After the placement

Shadows are asked to let the Group Manager know when they have completed their placement and to complete a short evaluation questionnaire shortly afterwards.   This will help to plan other placements and to modify approaches if necessary.
 

Group Manager

Wessex Group of Sixth Form Colleges

07917 454100

www.wessexsfc.ac.uk
Evaluation of Work Shadowing Placement (SHADOW)

	Shadow Name:

	

	Job Title and college:

	

	Where was your work shadowing placement?

	

	Who was your host during the placement?  (include job title)

	

	How far were your aims for shadowing met during this placement?  (Refer to your original application if necessary).  Please tick relevant box.

	Completely


	To a large extent
	Partially
	Not at all

	Please comment on this aspect of the placement:

	

	What were the main benefits of the placement to you and, if relevant, to your college?

	

	What would have improved your shadowing experience?

	

	Any other comments?

	

	Please return to Group Manager: manager@wessexsfc.ac.uk


Expression of interest in hosting a work shadowing placement

Information provided on this form will be used by the Group Manager to broker work shadowing placements for Group Staff.  

	At which levels are you prepared to host shadow placements?

	
	Please tick

	Principal
	

	Vice Principal
	

	Assistant Principal
	

	SMT 
	

	Faculty Head
	

	Department Head
	

	Team Leader 
	

	Pastoral Tutor
	

	Others (please specify below)
	

	

	In which areas of the organisation are you prepared to host placements?

	
	Please tick

	College Management
	

	Support Staff Team Leaders
	

	Administrative
	

	Curriculum areas
	

	Student Support
	

	Others (please specify below)
	

	

	Are there areas/expertise in your college that you feel would be of particular value to shadows?  (eg excellence in particular aspects of management, support staff, subject areas).  Please list.

	

	Please return to Group Manager: manager@wessexsfc.ac.uk – THANK YOU


Evaluation of Work Shadowing Placement (HOST)

	Host Name:

	

	Job Title and college:

	

	Who was your shadow during the placement?  (include job title and college)

	

	What were the main benefits of the placement to you and, if relevant, to your college?

	

	What would have improved the shadowing placement from your perspective?

	

	Any other comments?

	

	Please return to Group Manager: manager@wessexsfc.ac.uk


