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I. Preparation

· Contact all NHS members immediately after Mrs. Shultz sends information about the date and how many volunteers will be necessary

· Continue to contact members, many people will take a while to respond

·  If it seems as if there will not be enough people just from NHS contact other reliable outside sources (student congress, class advisors)

· Meet with Mrs. Schultz to send out reminder cards to all of the freshmen

II. During the event/project

· This year we needed 19 people to lead tours, but this number changes every year based on the size of the incoming freshmen class

· Arrive at 9:45 for quick meeting with Mr. Gabordi, Mr. Winters, and Mr. Turners

· Stay until you are done with your tour, around twelve o’clock

· Volunteers are only needed for a couple of hours on the day of freshman orientation

· During the event show specified group to their morning meeting, take attendance, pass out their schedules and student handbooks, explain details about high school (lunches, block scheduling, etc), answer any questions that the freshmen might have

· Take them to their lockers, have them try the combinations, and help them if necessary

· For roughly forty-five minutes to an hour, show the students around the high school taking them to locations specified on a handout from Mr. Gabordi
III. After

· Thank all volunteers, especially those who are not from NHS

· Write up report for next years leaders

IV. Mistakes
· Try to get in contact with all members of NHS. We used primarily email, but some people never got back to us so we ended up with more people than we thought we would have (definitely okay except that they didn’t have nametags, and didn’t get there early). If using email, stress that you need a response either way, not just if someone can come

V. Potential Problems
· There has to be at least the number of volunteers the Mrs. Schultz days if not more because some of the quieter people would feel more comfortable leading tours with another person

VI. Suggestions

· Stress at the last meeting to be on the lookout for an email about freshman orientation and the everyone, even those who can’t attend, need to respond

· Recommend that tour leaders look at the list of things that they will have to discuss ahead of time, it is not good to look at it for the first time in front of a whole morning meeting
