ORIENTATION CHECKLIST

The faculty member should provide a thorough orientation to the course and service-learning component, including all course requirements and expectations of students prior to any on-site orientation and before beginning service.  Some of the items below may be discussed, but most should be covered by the Community Benefit Organization (CBO) where student will do experiential learning hours.  The faculty member should communicate with the service site supervisor or contact person to ensure that the following topics are being covered during the orientation, which should take place prior to service beginning.
Prior to or on the first day of service an orientation that includes the following should take place:
	· Tour of site location including where to park, emergency exits, restrooms, breakrooms, etc.
· Mission of the Learning Site.

	· Who are the clients of the Learning Site?

	· What programs/service does the Learning Site offer? 

· Review any proof of eligibility that is needed (fingerprinting, background check).  Who will cover the cost?  Where should students go to have fingerprinting done?

	· Specific policies and procedures related to the service placement including specific expectations of volunteers.

	· Provide students a job description detailing the work they will do (outlines scope of work). 

	· Share site supervisor’s contact information.

	· Who do the students call if they cannot make their scheduled service, or will be late?

	· Discuss appropriate attire when providing service (based on Learning Site’s standards)

	· Provide specific training for the position.

	· Review confidentially rules for the site.  Are pictures or video allowed?  

	· Review the risks associated with this placement.  

	· Explain what students should do if harassment occurs.  Whom do they contact (referenced in the Learning Plan).

	· Talk about service schedule (total number of hours, days and times of the week, etc.).  Also, discuss daily check-in/check-out procedures.

	· Who should the students contact with questions or concerns about their placement?
· Review accident procedures at the site and what to do if a student or client is hurt.



