AmeriCorps Member Site Orientation Checklist - Sample

Upon completion of their orientation, AmeriCorps members should be familiar with the following:

Site:

____
Overall mission of the organization 

____
How the AmeriCorps program’s goals fit within the organization’s mission

____
Ages of youth served  

____
Other programs offered at the site 

____
List of key staff as well as phone numbers and/or extensions (Counselors, administrative staff, teachers, security, etc) and organizational structure

____
Personal introductions to staff that members will work with regularly as well as other key staff

____
Who to talk to about PTA/PTO activities and gaining access to parents

____
Where members eat lunch

____
Where members park

____
Where and when members have computer access

____
Where members have phone access and phone use policy

____
Where member mailboxes / messages are located

____
Where to keep personal belongings

____
Designated smoking areas

____
Problems / complaints procedure

____
How to contact on site security / others in the case of an emergency or injury

____
How to contact local/city Police, Fire, Ambulance, etc for emergency assistance

____
Site’s emergency protocol and first aid procedures

____ 
Facility layout – alarms, exits, etc.

____
Information about specific school rules that could impact member service delivery (i.e. policy for student hall passes, lunch room and hallway policies, etc.) 

____
Work schedule (start and end time)

____
Suspected child abuse procedure

___
Collective bargaining / Union activity (information as to how the KOPS members may or may not be effected by such contracts or activities)

___
Referrals (who to refer students to in the event a member feels a youth is in need of more specialized attention regarding personal issues)

___
Medical/Hazardous waste policy

___
Member(s) personal letter of introduction (distributed to all staff)

Community:

____
geographical layout and boundaries

____
formal and informal institutions 

____
residents

Other:

____
Please consider any additional information an AmeriCorps members would find useful in helping them understand the site/community so that they may better meet local needs.

____
Please make a general announcement through site channels/publications (Daily PA announcements, school bulletins, newsletters, parent mailings, etc.) informing staff and youth of the AmeriCorps Members presence and role at the site.  

An example of an announcement is provided below for your convenience:


“We are pleased to welcome Sue Smith and Joe Johnson to Crestview Elementary in their new role as AmeriCorps Nonviolence KOPS... which stands for Kids, Organizations, Parents and Schools.  Sue and Joe will be serving in the school to support youth and staff by creating our new Peace Center.  The Peace Center will act as a learning center for students in dealing with issues of conflict in the school or community.  The Center will be located in room 114, so stop by to welcome Sue and John and learn more about how they can assist you.”  

