








source piece in their folder.

SHOW = Introduce and show a video-
tape or overhead.

SUMMARIZE = Recap the information
presented.

Planning for the Orientation

To ensure that the orientation session
goes smoothly, it is a good idea to be well
prepared. You should know the content
and the participants, modifying the con-
tent as necessary, and you should be pre-
pared logistically. Below you will find
some pointers on each of these topics.

1. Content

® Preparation time will vary depending on
the experience of the presenter. However,
if this material is new to you, you should
allow more time.

m Read all the material ahead of time—
including the course design content, all of
the materials in the participant folders and
additional reference materials. This will
help you retain your overall knowledge
and feel more comfortable when answer-
ing questions. Practice what you are go-
ing to say with a friend or group.

® Review the overheads and videotapes
before the session to be sure you know the
content and to feel comfortable in present-
ing them to participants.

B Add relevant and interesting information
about your own experiences. /n fact, the
more specific you are about your pro-
gram, the more useful the orientation will
be to the participanis.

®In your planning, allow enough lead
time to order materials and to prepare vis-
ual aids and handouts. (See below for tips
on flip charts, overheads and handouts.)

2. Logistics. The logistical support for the
orientation may be the responsibility of
either the presenters or other persons in
the agency. Clarify who will provide the
following and make sure all activities are
accomplished.

| Assign a time for the orientation that is
convenient for participants as well as pre-
senters.

m Determine what audiovisual equipment
you need and where the orientation will be
held. Reserve the equipment and the
space for that date.

® Send invitations to participants, includ-
ing directions and parking information.

| Send letters to members of the manage-
ment team and volunteer leaders to en-
courage their participation. Include the
date, time and piace of the orientation.
Also, ask your president, CEO or chair-
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man of the board to give you a typewritten
letter welcoming new volunteers. Insert
this letter in participant folders.

® Prepare flip charts. Have them ready in
sequence for easy use.

® Make transparencies. |f you do not have
access to an overhead projector, you can
use flip charts or make handouts. Have
transparencies ready in sequence. If they
are not framed, be sure to place paper
between them for ease in handling.

m Prepare an agenda of the sessions, list-
ing the beginning and ending times, and
major topic headings. You may want to
include a copy of the agenda in the partic-
ipant folders.

® Prepare the participant folders so that
they are ready to distribute the day of the
orientation. Place all handouts in the fold-
ers in the order they will be presented.

3. Room setup (day before the session)
® Inspect the room the day before the ses-
sion to be sure it is arranged properly.

® Set up the room so that participants can
communicate openly. Be certain that the
audiovisuals can be seen by all partici-
pants. It is a good idea to inspect the
meeting place the day before to be sure
arrangements are satisfactory.

& Set up a display table for resource mate-
rials. Display the organization's logo, es-
pecially if the meeting is not being held in
the agency's facility. If possible, set up a
display of photographs showing activi-
ties, promotional materials, annual reports
and the like.

® Project your voice from where you or
other presenters will be speaking. Ask
someone in the room if you can be heard
from several points in the room. If not,
change the room setup.

® Check the heating, air conditioning and
ventilation of the meeting room.

® Test the VCR and television monitor and
make sure the videotape is at the right
starting place. Test and focus the over-
head projector. Have an extra light bulb
and fuse handy, just in case.

® Have extra handouts, chairs, blank
name tags and certificates available for
unexpected arrivals.

4. Day of the orientation

® Welcome participants and introduce
them to each other as they enter the room.
® Have name tags and name tents ready,
or ask participants to make their own.

® Welcome the participants as a group,
explain where the restrooms are, and offer
refreshments if available.

m Start the session.

Delivery of the Orientation

1. Presentation and group facilitation
skills. If you are a novice at presenting
information or facilitating group discus-
sions, listed below are ways to help you
feel more comfortable as a presenter, and
to help participants feel comfortable
about participating. These tips are de-
signed to help you in your presentation
and in facilitating group discussions. It is
important to get participants involved in
group discussions because adults bring a
vast amount of experience to every lean-
ing situation. They prefer to participate in
discussions rather than be lectured to for
long periods of time. Visual aids also help
the learning process.

m Be flexible and creative in delivering the
content material—you may use a variety of
methods.

m Present the material in your own words
to allow for a conversational, natural pre-
sentation and to allow you to develop your
own presentation style.

@ Practice using all visual aids so they will
flow easily and in sequence.

® Lead discussions by following some ba-
sic rules:

—Wait for participants to present theirown
ideas. People need time to think before
speaking. Do not feel rushed or make par-
ticipants feel rushed.

—Reserve your own ideas, opinions and
illustrations until participants have had a
chance to respond. Your ideas may be
needed to amplify or redirect the discus-
sion.

—Accept each contribution with a posi-
tive comment such as “That's an interest-
ing idea” or “good.” Welcoming and valu-
ing all persons’ contributions stimulates
them.

—Sidestep sensitive questions or irrele-
vant observations by making a comment
such as “That's an interesting point—we
can discuss it later. | can tell you where
you can learn more about . ... "

—-Avoid calling frequently on the person
who tends to monopolize the conversa-
tion. Say, “We would like to get ideas from
as many persons as possible.” Interrupt
the talkative participant with a similar
comment.

—~Restate the questions or summarize
briefly when participants’ comments
cause the group to stray from the main
point.

2. Pacing yourself. Set a timeframe for
the orientation session including breaks.
Note next to each topic heading a sug-
gested timeframe in which to deliver the
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information. These timeframes will help
you determine the pace and the amount of
detail that should be addressed in each
section. You may want to expand a partic-
ular topic to reflect its importance. Be
aware, however, that these changes will
affect the time allowed for the entire orien-
tation program.

Other factors that will influence the tim-
ing and pace:
@ Your rate of speech
m Repetition of key points or phrases
m Repetition or rephrasing of questions
® Extension of discussions
m Use of probing questions
m Use of examples and anecdotes
® Time spent on a topic of interest to the
group
m Pauses and breaks

3. Using training aids. Effective present-
ers vary training methods and use visual
aids, including handouts, videos, over-
heads and flipcharts. These aids stimu-
late participants by providing variety. Be-
low are some tips on how to use them
effectively.

m Videos

—Always review videos before the ses-
sion to become familiar with their content
and with where the video begins on the
tape.

—Clearly explain exactly what you want
participants to look for in each video.
—Keep the discussion focused after the
video is shown, but allow participants to
enrich the subject matter.

—Always reinforce the key points of the
video.

.m Overheads or Transparencies
—Transparencies are relatively inexpen-
sive to make. They cost about $1 each and
come in many colors.

—If you have a photocopy machine with
an enlargement feature, you may want to
enlarge typewritten copy for easier read-
ing.

—You can make transparencies more
lively by using water-based markers and
by drawing borders or cartoon characters
on them. However, remember that too
much extraneous material will be distract-
ing.

—Before you use the overhead projector,
practice until you can move the transpar-
encies on and off the projector smoothly,
from a position that will not block the view
of participants.

—Ensure that the transparencies are pro-
jected large enough so they can be read
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by all participants.

—Put a transparency on the projector be-
fore switching it on so that the audience
will not be looking at a blank image.
—Turn the projector off when you are not
referring to an image.

—Have a spare bulb and fuse handy for
the projector.

—Remember that transparencies should
be used only to illustrate key points in a
lecture (write only key words on them).
—Do not turn your back to the audience or
stand in front of the screen.

= Newsprint (or flip charts)

—Print with simple letters, using both up-
per case and lower case letters.

—Use an outline format.

—Whenever possible, leave plenty of

blank space.

—When presenting, avoid talking to the
flip chart. Talk to the group.

—Write quickly, using only key words.
—Use a dark-colored, broad-tip felt pen.
Use a variety of colors to provide visual
stimulation.

—Have masking tape available to post
sheets.

—Use a stand or easel to hold the news-
print.

® Handouts

—Use to reinforce important information.
—Handouts allow participants to study a
topic more thoroughly.

—Use sparingly so that participants are
not overwhelmed.

—Handouts should be easy to read.

Ifthere are more than 20 participants,
this exercise is a good icebreaker. it
will help create a positive and open
climate and give new volunteers an
opportunity to meet each other. Fol-

icebreaker:

'1. Read the at,ta’t;hed vfo:rf,ryh‘_‘to under-
. stand the icebreaker exercise.

2. Have the ‘Fun Facts sheets avail-
- able at the registration table.

3. Have the person who welcomes
the participants direct them toward
the coffee and tell them they have an
exercise to complete before the pro-
gram-begins.

4, Be sure to have' someone S|tt|ng at
the registration table to receive com-
pleted forms before ithe session
starts and dunng the break. When
partlcnpants turn in‘the form. cut off

“prize box” for a drawing to be done
later in the program. -

5.Make sure the participant’s name
is written on the bottom of the form.

6. At the desugnated t|me ‘ask a vol-
unteer to draw one name from a box.
Announce the winner'and present
him or her with a prize:

Option: Gather a‘handful" f complet-
ed Fun Facts sheets during the pro-
 gram, At the end of each unit, read
-out'a couple of Fun F from ‘thé
" sheéts, and ask: responding
participants to s N up rand mtro-
duce themselves:

‘Note: If you want partlcipants toiniti-

atethe icebreaker themselves; it may

FUN FACTS: AN ICEBREAKER

low these procedures to conduct the

the name atthe bottom and placeina -

help to post the dlrectlons on a flip
chart. ,

“FUN FACTS”
(lnstructlons)

WELCOME!
DiscoverFun Facts about your col-
“leagues by filling in this sheet; and
become eligible for a prize drawing
to be held during the program. If you
haven't completed. the exercise: be-
fore we begin. the session, you will
have -another . opportunity to com-
plete it during the break.

The purpose of this activity is to
create a positive and open climate
and to give new volunteers an oppor-
tunity to meet their colleagues.
Here's how to play Fun Facts: -

1. Ask-any- participant to tell you
something interesting-about himself!
herself, such as-where he or she went
on. vacatlon _previous job ‘experi- .
ences and family experiences. Write
the person’s name and their Fun Fact

-.on this sheet. Please write legibly!

" 2. Interview other participants untll
your sheet is.completed.

3.-Give your completed sheet to-
the person sitting-at the registration
desk. He or.she will cut off the bottom
portion where your .-name is written
and deposit it in the prize drawing
box. Remember, only completed
sheets are eligible forthe drawing.

4. You -may -not exchange Fun
Facts with each other—that is, if you -
ask a person for information, that
person may | not ask you for lnforma-
tion.

5. Try to say somethlng different to
each person who asks you for:a Fun
Fact. . v i
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