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Group Orientation Checklist
Prior to Orientation

· Reserve an accessible, inviting room that is easy to find for students. 
· Print out 
· SIS Overview 1-pager or Program Details (Provided by Oregon Campus Compact and can be customized)
· Enrollment forms for attendees, timelog, exit checklist  (Middle of page at http://www.studentsinservice.org/inperson.shtml)
· SIS sign-in sheet  (Bottom right corner at http://www.studentsinservice.org/inperson.shtml)
· Reserve projector and laptop for large group orientations. The orientation script can be found at the top of this page http://www.studentsinservice.org/inperson.shtml. You could also choose to show the video orientation at the bottom right corner of http://www.studentsinservice.org/inperson.shtml. 
· Immediately before, place signs on the building doors directing folks to the right room.
· Get there in plenty of time to test your projector and get set-up. 
· Offer food or refreshments, if possible. 
During Orientation

· Make sure that everyone signs in on the sign-in sheet. This will be kept with the member files and is a key monitoring artifact. 
· When starting the orientation, facilitate an icebreaker so you learn a little about the group. Ask students for their name, year, major, and favorite super hero, for example. If your group is very large, break them up into small groups for the activity.  More icebreaker examples can be found at… http://encorps.nationalserviceresources.org/warmup_activities_ice_breakers.php.

· The Power Point is filled with lots of policy. It is important policy, but make the orientation fun, as well. Why not give out a challenge to the attendees and ask them to keep track of how many times you say “AmeriCorps” or “prohibited” for example. Bring candy or give-away’s as door prizes. 

· If you are inviting students who are not affiliated with an internship, practicum, or student teaching, take time to discuss how they can find volunteer and service opportunities on campus. This can be an intimidating process! 

· Leave time for questions. 

After Orientation

· Send a thank you to attendees and remind them of any policy items that are important. For example, enrollment materials are due in two weeks (or whatever timeframe you provide them within 30 days). 
Need a refresher of key SIS policies?

http://www.studentsinservice.org/keysispolicies.shtml - inperson
· Create some healthy competition… let them know that your institution is working on getting the most SIS hours or most SIS members in the state and they are key to winning. 

· During the year, invite your SIS Members to an “exclusive” SIS service project or issue discussion or happy hour. Raffle off tickets to campus events for most hours served in the previous month or for recent exiting members. 

· Make sure to monitor progress and exits. The ultimate in WBRS tips can be found at http://www.studentsinservice.org/helpfulcpresources.shtml in the right hand column, bottom section. The document is called “WBRS Cheatsheet” and will lead you through how to enroll, enter timelogs, and monitor progress and exits. 

What tips do you have? Please send them to Emily at Oregon Campus Compact. SIS@oregoncampuscompact.org.

Happy orienting!

