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Host Site Selection – A Process 
A step-by-step look at what goes into recruiting, informing & selecting a host site 
 

Collaboration in Action 

Step 1: Identify organizations, businesses, large & small employers in the geographic 
area for your program 

- Outreach efforts include conducting phone calls, emails, 1-1 meetings (See host site outreach 
letter in Appendix). 

- Craft an application that asks the questions you will need answered to decide if each organization 
is the right fit (See host site application in Appendix). Ideally create a rubric that measures the 
different aspects you are weighing when deciding if a host site meets the necessary criteria.  
 

      Step 2: Hold Host Site Information Sessions 

- Identify the point person from your team who is connecting with host sites.  
- During the information session, include: overview of the program, host site application, available 

trainings, calendar of dates, and time for Q&A. 
 

Step 3: (Potential) Host Site Follow-Up 

- Each organization is different – some will be ready to apply before the information session is 
over, others may need you to write a proposal for what they could do as a host site. Sites may 
need specific help with space, transportation, and daily supervision. What you can offer to 
support host sites in the application process depends on your capacity.  

- Follow up should include: emails to all potential host sites and to everyone that attended the 
information session with the application and due date. 
 

      Step 4: Host Site Application Review 

- Review your estimated budget to identify the number of youth participants and team leaders (TL) 
you can support. Once you understand your funding, you can establish the number of host sites 
that you can onboard.   

o For example, if you have the funds to pay 50 youth, with 5 youth on a project team, and 
1 TL assigned to each team, you be able to onboard 10 sites. 

- Establish a process for reviewing host site applications – Keeping in mind it’s really helpful to 
have multiple perspectives weigh in on the applications (See criteria for selection in the 
Appendix). 

o You may consider holding 3 separate meetings to review applications: (1) With members 
of a Youth Advisory Board (if applicable); (2) With members of your local team (funders & 
community stakeholders) with Youth Advisory Board members invited to co-facilitate the 
meeting; and (3) a final meeting with the core members of your coordinating team to 
make the selection decisions.  
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o Each of the groups may raise different questions/concerns. In 
between meetings, the point person for G2O coordination in your 
community should follow up with host sites – to clarify aspects of 
their application and address issues. 

 

      Step 5: Host Site Notification  

- Send an email to all host sites letting them know if they have been accepted into this year’s 
work-based learning program. For sites that aren’t selected it’s helpful to let them know why – 
and capture some of the concerns raised in reviewing their application.  

- When accepting sites to participate in the program, include in the email: Key dates for the 
Spring/Summer program, technical assistance that is provided before and during the summer 
program, names of all host sites involved. 

 

      Step 6: Host Site Onboarding 

- Pre-program is when the MAGIC happens to make the program run smoothly in the summer. 
Ideally all of the program details are outlined during the information session, reviewed upon 
acceptance, and then rolled out before the start of program. This may include:  

o Team Leader and Host Site meeting - Invest time in familiarizing themselves with each 
other, the space and the project. It can be helpful to have documents to guide them 
through topics they may want to cover (See Host Site Team Leader Preparation 
Checklist). 

o Host Sites attend a pre-program training (requirement of being a host site) – this may be 
an opportunity for host sites to send more staff than just the supervisor to familiarize 
themselves with the program. 

o Encourage host sites to work with others in the program to create shared learning 
opportunities across projects. 

 

 Step 7: Host Sites – During Program Expectations 

- Schedule a mid-point check-ins for all host sites with the G2O point person for your organization. 
- If challenges arise from the Team Leader or youth reach out immediately to the host site 

supervisor and/or back-up supervisor (if necessary). 
- Ensure host sites attend and invite others from their organization to your closing event – a 

wonderful opportunity to showcase the program and organizations involved 

 

      Step 8: Host Sites – The Final Piece 

- Schedule a debrief meeting with all host site supervisors together. This is a wonderful 
opportunity to capture lessons learned, make adjustments for future years, and celebrate their 
ongoing investment in young people.  


