Host FAQ for the 2019 Open Doors
1L Spring Break Job Shadow Program (3/5/24—3/7/24)

Sponsored by the Bar Association of San Francisco, 
Golden Gate University School of Law, UC College of the Law, and University of San Francisco 
If you have any additional questions, please do not hesitate to contact the appropriate school contacts (listed below).

What is the Program?  A job shadowing program during law school Spring Break to give first-year law students an inside view into the daily lives of lawyers and how a successful legal organization functions. Given the challenging changes in the entry-level labor market, the Program strives to help 1Ls jumpstart their professional development through early immersion in dynamic legal organizations. The Program especially seeks to include students who may have had limited prior exposure to professional settings, either personally or through friends and family. 

When is the Program? Three days during Spring Break, March 5th to 7th, 2024. (See below for schedule details.) 

How do students get to participate? 1Ls from the participating schools will be invited to submit an application describing their interest in participation.  Applications will be reviewed for eligibility and inclusion. 

What type of organizations can serve as Program hosts? Host organizations include private law firms, non-profit public interest organizations, in-house legal departments, government agencies and courts. 

[bookmark: _Hlk532914905]How are students matched with hosts? Once selected, students will indicate preference of the categories of employers listed above. The Program strives to assign students to a host from a preferred category but it is not designed such that each student will be guaranteed an assignment to an organization that matches his/her primary area of career interest.  Instead, students will be able to learn about competency, professionalism, and how a legal organization operates in any of the assignments. 

Will I be introduced to our student before the Program begins? Yes! Participating employers will be sent an email introducing your student as well as his or her resume. You will then separately be connected to the student via email so that you can provide any information needed about timing, logistics, confidentiality agreement (see below), etc. The students will review information on your website to familiarize themselves with the organization. In addition, you could also provide via email (or mail) any background material on your organization you think might be useful for the student to review (annual report, recent articles, organizational charts, etc.). 
Do hosts need to provide transportation to the students? No, the students are responsible for getting to and from their hosts. However, if you have special company transportation available, feel free to let your student know about it. 

What should students do at the host organizations?  The students should participate in a range of shadowing and interactive activities that give them a sense of both what it means to be a successful professional in the organization and how the organization operates. The students will not be undertaking work assignments, such as research and writing or administrative tasks. See below for detailed suggestions of what type of activities the organization could consider including in the student’s schedule. 

Are students paid to participate? Do they receive academic credit? No, and no. Unlike an internship, an externship (for academic credit), or a job, the students do not perform work for the host organization during this Program. Instead they will shadow, observe and interact with the attorneys and other employees of the organization.  We are happy to discuss further any related questions hosts may have. 

How do we ensure that students maintain the confidentiality of information they are exposed to at our organization?  In the Program Orientation, the organizers will discuss the crucial nature of maintaining the confidentiality of information the students may encounter during the Program. The students will also sign a general participation agreement with each school that confirms they will maintain appropriate professional conduct and that they will abide by any restrictions placed on them by their host organizations. Host organizations are encouraged to determine if they would like to have students sign a confidentiality agreement, which could be accomplished either via email before the student’s arrival or upon arrival. This decision is left to the host organization. We can provide samples shared by fellow host organizations of confidentiality agreements they use with volunteers that may provide some assistance for hosts in drafting their own, as desired. We are happy to discuss any further questions you may have about confidentiality. 

Who organized this Program? The Program has been organized as a collaboration between the Bar Association of San Francisco and the participating schools, with a Leadership Committee. 

Schedule

When is the 2024 Open Doors Program?  The Program is from Tuesday, March 5th through Thursday, March 7th, 2024.

	Date
	Activity

	1/31/2024
	Deadline for hosts to sign up

	2/2/2024
	Deadline for law students to apply

	2/26 – 3/1
	Law students assigned to hosts

	3/5 – 3/7
	Law students onsite at host location

	3/7/2024
	Thank You Reception at Law Firm from 5:30pm – 7:30pm




When do students arrive at the host organizations? The students should arrive at the hosts the morning of Tuesday, March 5th.  

How long will the students stay at the host organizations? The students should stay at the organizations for the work day on Tuesday - Thursday, until it is time to leave for the thank-you reception. (See below). The timing is not meant to be rigid, but to conform to what works for the host organizations. There are no strict time requirements for the students, so starting and ending times can be determined by the host. 

Will we have a chance to meet the other student participants, host organizations, and the Leadership Committee? Yes! Representatives from your organization are cordially invited to join the student participants, the host employers and the Leadership Committee for a thank-you celebration in downtown at a law firm in San Francisco on March 7th. Exact details to follow, but the reception will likely be held from 5:30 to 7:30 pm. 

Do the hosts have any obligations following Thursday, March 7th? No, however we will look forward to following up in the weeks after the Program to secure feedback on what worked and what needs to be improved for next year’s Program. We will also encourage the student guests to maintain contact with their hosts. 

Potential Activities

What is the overall goal of the activities the students should undertake? The overall goal of the activities is to expose the students to what it takes to be a successful professional within your organization, how professionals within your organization contribute to the organization’s mission, and how the organization operates. We understand that students are only with you for a little less than three full days, which is a short period. And we also understand that each organization is different, and depending on the timing of cases, projects, deals, etc., different exposure activities will be possible. But any activities that contribute to this overall goal will be worthwhile for the students, and so variance in student experiences need not be a concern. 

Does the student need to shadow one attorney? No, shadowing one attorney is not required, and likely might be difficult for the attorney and not conducive to broadly exposing the student to the organization. However, assigning the student one attorney or other employee who could serve as the main contact would be helpful. That way if the student has any questions or the schedule of activities needs to be changed, the student knows whom to contact. 

What are some possible activities the students might do? There are a wide range of shadowing and interactive activities the students can do. The list below includes ideas we have devised, as well as ones that were suggested during the host conference calls. It is certainly not exhaustive, so please feel free to get creative!
· Informational interviews with attorneys of different levels (20-45 mins suggested) to discuss the attorneys’ career steps, current work, role within the organization, and advice to aspiring attorneys 
· Sitting in on client meeting or call (or a meeting/call with outside counsel) 
· Observing part of a deposition
· Observing an administrative or court argument, trial or other hearing
· Sitting in on a case/deal/project/policy team meeting
· Prior to one of these observations, reviewing key documents, briefs, deal papers, etc. that are to be discussed
· After any of these observations, discussing it with one of the attorneys participating or with another attorney who attended
· Skimming a case or deal file with a junior attorney to understand its component parts and the progress of the matter
· Sitting in on a pitch meeting
· Participating in a group lunch with a few attorneys
· Attending any activities the organization is hosting, such as CLEs, trainings, or social events
· Learning about pro bono work the organization undertakes
· Participating in a mock interview and then receiving tips and feedback
· Conducting an informational interview with an attorney who is responsible for hiring to secure advice on becoming a successful candidate
· Discussing with an established attorney how the attorney networks, builds business or support for the organization, and participates in the broader legal community 
· Hearing an overview of the organizational structure of the organization
· Taking a tour of the organization’s facilities and departments
· Getting a birds-eye summary of the financial operations of the organization 
· Learning in brief about the key metrics that the organization/department uses to measure success 
· Going over a brief review of business obligations of junior attorneys, such as billing time
· Getting an introduction to the key technologies used by the organization for internal functioning (for example, a knowledge management system)
· Meeting with staff members (paralegals, legal secretaries, docket clerks, investigators, etc.) to understand their part of the organizations’ success
· Meeting with HR representative to learn about the role of HR and get advice on being a successful candidate

Can I consult with someone on the potential schedule for our student’s activities? Certainly! We would be happy to discuss ideas with you.  

Program Contacts

UC Law SF:
Amy Kimmel, kimmela@uclawsf.edu 

Golden Gate University School of Law:
Faiza Shirazi, faizashirazi@ggu.edu 

University of San Francisco 
Sanya Hill Maxion,  sphill@usfca.edu, Deborah Change, dchang11@usfca.edu 
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