SAMPLE
[bookmark: GuidelinesForLuncheon]STUDENT GUIDELINES FOR WORK-BASED LEARNING
TRAINING SPONSOR APPRECIATION LUNCHEON*
(Location)
(Date, Time)


	1.	Dress appropriately for the occasion. Strive to present a professional appearance.

	2.	We will leave from (location) at (time). Be there, ready to go. Your permission slip must be returned before you leave school. Turn it in early. If you are driving a car or need a ride, let your coordinator know.

	3.	When you arrive at (location), get your training sponsor’s certificate and nametag(s) from the designated table and reserve seats for you and your sponsor.

	4.	When your training sponsor arrives, greet and escort him/her to the table. Introduce your sponsor and yourself to others at the table. If possible, introduce your sponsor to school and division personnel.

	5.	When the program begins, remain silent while others are speaking. Once the opening remarks are completed, you will be directed to the buffet (if buffet) in an orderly fashion. Let your training sponsor go ahead of you. Be polite. Use your best table manners. Continue conversation. Make it a pleasant meal.

	6.	As soon as most people have finished their lunch, the program will begin. Give each speaker your attention. Applaud as each speaker is introduced and when he/she finishes speaking.

	7.	You will present a certificate. Listen for directions to stand with your training sponsor. Stand, hand the certificate to your sponsor, and say, “Thank you.” You may be seated.

	8.	The program will be adjourned following the closing remarks.

	9.	At all times, be on your best behavior. Be a perfect host.

	10.	Have an enjoyable time.







*Adapted from guidelines provided by Norfolk City Public Schools
