Preparation Guide for Orientation

Planning for Orientation
Review goals for orientation

Decide length of orientation

Determine important dates
-recruitment/application period for volunteers, temporary student workers and/or orientation coordinator (internship or volunteer position)
-training day(s) for student workers and volunteers
- airport pick-ups
-shopping and banking trips during airport pick-up period
-orientation
-make-up orientation(s)
-post-orientation programming (e.g. Making the Most of Your HTH insurance, Driving in the U.S., etc.) 

**Some considerations:  avoid time conflicts (e.g. program specific orientations, campus-wide events, such as convocations), when necessary room(s) available
Decide sessions to include (tentative): 
Mandatory: Immigration Advising, Student Health Center, Counseling Center, Health Care in the U.S., HTH Insurance (for ELP student – Friday during ELP orientation), Safety/University Police, Student Accounts, Responsibilities of Being a Student, Evaluation
Recommended for All Students: Places in the Community, Cell Phones, Computer Tutorial, Places on Campus, Transportation, What Would You Do? [add The American Classroom] (potential challenges students face),  Money & Banking, Getting Involved, How to Be Successful at PUC (continuing student panel)
Recommended for Certain Groups: HTH Insurance (for non-ELP students), Academic Advising
Optional: Evening Social Events
(OTHER: Late SEVIS Check-In)

**Some considerations: 
-deciding on presenters (e.g. int’l. office staff, “experts” from offices on-campus, presenters from outside of university, student presenters)
-format for sessions (e.g. lectures, informal discussions, role-plays, simulations, tasks, orientation/int’l. student handbook, handouts)
-consider grouping students if enough volunteers (e.g. 8-12 students per Int’l. Orientation Leader) 
-staffing: decide who (staff, student workers, volunteers) will help with which preparation, sessions, etc.
Develop itinerary for orientation (continue to revise as needed)
Set budget
-some considerations: determine funding sources (e.g.  orientation fee, advertising in handbook, orientation sponsors)
Determine food arrangements
-confirm rules for catering
-determine will have which of the following: morning refreshments, lunches, afternoon refreshments, refreshments for evening social events
-determine where/when to have food
Reserve rooms
-orientation sessions
-computer tutorial (computer labs)
-evening social events
Invite speakers
-include what topic(s) you would like them to cover, provide other necessary info. (make sure they’re familiar with student population, including students’ English levels; tips for communicating effectively with int’l. students)
-ask if they will have handouts and if would like Int’l. Office to make copies
Invite VIP’s/guests
(e.g. chancellor, vice chancellors...)


Preparation for Specific Sessions
Banking session –Consider inviting bank(s) to present and/or help students open bank accounts

Computer tutorial – Reserve computer lab(s), make sure students have necessary log-on information,

Shopping trip – Reserve bus



Confirmations
Reminder email and/or telephone call to speakers

Confirm room reservations

Confirm food arrangements
-Confirm with caterer or decide when to purchase food


On-Going Orientation
Classes or workshops during the semester on topics


After the Orientation
Make-Up Orientation(s)

Student evaluation (paper copy at end of orientation or email students electronic version or online versions [e.g. Survey Monkey] after orientation)

Evaluation/feedback from student workers and volunteers

Meeting with staff to follow up on/decide changes for future orientation


Initial Preparation for Next Orientation
Revise/update informational materials online (e.g. Airport Pick-Up and Housing Information Form, Pre-Arrival Information document)

Determine when to send out reminder emails to students (about orientation and other important issues) 

**Some considerations: decide whether to send monthly online newsletter to accepted students




