ATTACHMENT C

Preparing for Your Orientation
The following is a list of the elements we believe are necessary when providing a pre-service orientation to national service program participants – whether they are members, placement site supervisors or operating site staff...  The list is not exhaustive.  You may want to add or take away elements based on the audience who will be attending your session.  

1.  Before You Begin . . . Know Thy Audience

Is your audience all members?  All supervisors?  A mix of both?  What is their experience level with national service programs?  These are just some of the answers you will need prior to structuring the orientation.  Many of the exercises can be adapted based on the level of experience and the audience mix.   A few examples:

If the audience is extremely familiar with national service programs, the time spent on some of the components of the orientation can be shortened or participants themselves can take responsibility for providing the information.  If it is a supervisor orientation, an experienced supervisor may want to share their experiences on recruiting members or providing them with an orientation to the placement site.
2.  Be Prepared
· Know who is coming

· Have an agenda posted on the wall for all participants to view

· Have handouts at the seats for participants as they enter the room

4.  Elements to Include
Our experience has shown that a well prepared orientation will address the following themes.  Based on time and audience experience, some topics may take longer than others. In cases where some participants have a good deal of experience with the program, they should be called upon to make a presentation on one or more of the agenda items.  See point number one above.

· Agenda

· Overview of CNCS Programs

· AmeriCorps Program Goals

· Your Organization’s Mission/ Goals
· Member Benefits
1. Stipend

2. Health and Child Care benefits

3. Administrative procedures – timesheets, reporting, etc.

4. Education Award and Forbearance

5. Training

· Allowable Member Activities (vs. Prohibitive Activities)

· Assurances from CNCS

· Orienting Members to Placement Sites

· Progressive Discipline Procedures

· Performance Measurement

1. What is Performance Measurement

2. Setting Goals/ Objectives for the Service Year

3. Reporting on Goals/ Objectives
· Evaluation
