(draft of information to be given to a Host Company explaining program)

Host Guide

Groundhog Job Shadow Day

January 31, 2003

We thank you for participating as a host company for our annual Groundhog Job Shadow Day program, which will be held this year on January 31, 2003.  We are providing you with this Host Guide to give you insight on ways to make this experience beneficial for both you and your student guest.


As you remember, the principal purpose of Groundhog Job Shadow Day (GJSD) is to introduce a student to the real-world-of-work in a career path of their interest.  The student assigned to you has expressed interest in pursuing a career in your particular field and is visiting you to learn more about your work.  Remember, GJSD is a continuation of that student’s educational experience, not an escape from it.
Some Do’s

· Do make the student feel welcome…after all he or she did choose your company to learn more about your industry.

· Do tell your student guest about your company and your industry.  The student will want to know how your company operates, what you do on a daily basis, what problems you encounter, what you find rewarding about your job.

· Do encourage questions.  High school students have lots of questions, but they may be intimidated by being in a business environment for the first time.  Ask your student guest why he or she is interested in your field, what are the perceptions, misperceptions.

· Do tell them about yourself.  Tell the student how you prepared yourself educationally for your job, what you would do differently if you had the chance, what you like the most/least about your job.

· Do allow the student to interact with others.  Interacting with others on your staff will allow your guest student the widest latitude possible in learning whether your industry interests them enough to continue their studies in this area.  It also allows you time away from being the constant host so you can address other job duties.

· Do treat the student guest the way you would want to be treated if you were the student guest.

· Do develop a preliminary event agenda.  This will give you a framework for scheduling time with various members of your staff.  Providing this preliminary agenda to the student in advance, along with the names of staff members, will allow the student to be better prepared for the visit.

Some Don’ts

· Don’t treat your student guest with disrespect.  Remember, while visiting your business, the student is technically still in school, still in a learning environment.

· Don’t think of your student guest as “free labor.”  We encourage you to involve your student in hands-on experience.  However, having a student perform manual labor such as stuffing envelopes for a mass mailing you have planned does not foster a broad understanding of your career field.

· Don’t abandon your student guest by having him or her sit in a corner and just watch.  Certainly, observation is a key component of the GJSD program.  However, three or four hours of watching someone type on a keyboard or answer telephone calls without any interaction by you is not a pleasant, learning experience for anyone.  If these functions comprise a major portion of your day, discuss with the student what you are doing and why.

· Don’t significantly alter the way you do your job.  We understand that having the student guest in your business will change slightly the daily routine.  However, don’t change your activities to impress the student.  He or she is there to learn how you do your job every day so they can make more intelligent career choices.  

Hopefully, this Host Guide will better prepare you for the Groundhog Job Shadow Day activities on January 31, 2003.  If you have any additional questions, please do not hesitate to contact us.
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