Freshman orientation
Thursday August 23 2007
Aubrey Liguore
August 7

August 1
I. Preparation

1. Contact Mrs. Schultz in the main office approximately three weeks prior to the orientation. She will set a day for you to come to school in order to help her make postcards to be sent to all the freshman, and to obtain information such as the schedule and approximate number of volunteers that you will need (depending on the size of the freshman class). 

2. Contact people from both NHS and Student Congress to volunteer. If you cannot get enough people from these two organizations it is okay to recruit other reliable people from your class. 
II. During the Event/Project

1. Have the volunteers arrive at least a half an hour before the orientation. Meet in the cafeteria and make sure that all the volunteers have a copy of the schedule and know what their responsibilities are. 

2. As the freshman arrive, help guide them to the auditorium for an introduction from the administration. After, you will meet them in their morning meetings where you will discuss school policy, their schedules, and any other questions they may have about high school in general. 

3. Bring the freshman to their lockers and let them practice their combinations. Next, take them on a tour of the building, trying to focus on their classes and other important places in the school. 
4. When you are done with your tour return to the auditorium where they will be dismissed by Mr. Gabordi. 

III. After

1. Write up a report like this one for next year’s NHS project leader. 

IV. Mistakes

1. I should have contacted Mrs. Schultz earlier to get the contact information of all the volunteers. It was not too hard to contact all the NHS members because we regularly communicate through e-mail, however it was very difficult contacting all of the student congress members. 

2. We scheduled too much time for the tour. The majority of the groups ended early and were left with nothing to do. 

V. Potential Problems

1. Not having enough volunteers would be bad especially since there are so many freshmen, some of which are hard to control. 
VI. Suggestions

1. Start to call the volunteers at least a couple of weeks in advance especially since it is the summer and many people will be on vacation or have prior commitments.

2. Make sure you have more than enough volunteers in case people can’t make it at the last minute. It’s always better to have too many than not enough.

3. Try to keep the tour groups as small as possible because it is easier to control and, hopefully, the freshman will get more out of it.  

