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Michele Saums
I. Preparation

1. Contact Mrs. Schultz in the main office immediately after receiving an email from Mr. Jannke, roughly 2-3 weeks before the orientation. She will set a day for you and one or two others 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. Mrs. Schultz will tell you the number of volunteers you need, and generally you will need that many plus a few more in case some back out last minute or don’t show up.  Because it is summer, you will definitely need to contact more than the returning 15 NHS members.
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 orientation 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. We didn’t stress enough how important getting there on time was.  Some showed up within five minutes of the beginning of orientation, and that caused stress because there weren’t enough leaders without them. 

2. Communication was purely by email, so up until the last week, there weren’t enough volunteers, and then I had to contact my friends last-minute.

V. Potential Problems

1. Not enough volunteers.  You must have one person per morning meeting.

VI. Suggestions

1. If you’re not getting the number of volunteers you need by email, try calling.  Many people get lazy about checking email in the summer or may be away.

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.  People can always pair up.
3. Take your time on the tour.  The school is not big and an hour is more than enough time.  

