FRESHMEN ORIENTATION 2002

	Power Point
	Keynote Speaker
	Invitations
	Welcome Packets
	Snack
	Program Coordination
	Facilities & Equipment
	EXPLAIN
	Goals

	Gather Pictures

Make Slide Show

Set up Slide Show

Breakdown Slide Show

Burn slide show to CD for storage
	Search for Guest Speaker

Secure contract for speaker

Arrange payment for speaker

Greet & introduce speaker

Send thank you to speaker
	Write Letter 

Print Letter

Get printed 

address labels from school

Stuff envelopes & mail

Have reminder placed in Mr. Rose’s mailing

Write thank you notes

Send thank you notes

Invite brand new students ??
	Determine what will be placed in the packet

Fill in order forms for items that need to be ordered

Purchase appropriate items at local stores

Copy SCHS Maps

Get locker #’s and assignments from office

Get schedules for incoming freshmen

Make & Print Agendas for the day

Print labels with students name Place labels on folders

Assemble Packets

Print Name Tags

Set up Registration Table

Run Registration Table

Clean up Registration

Return unclaimed folders to office

Print and place free bagel coupons in folder??
	Decide on menu

Secure funds for food

Buy food and paper supplies

Set up food table

Staff food table

Clean up food table
	Set up program format & schedule

Have format & schedule approved by Eb

Contact representatives and/or advisors for each group and team

Contact Mr. Rose, Mr. Miller, counselors, Mr. Diller, etc. to attend

Set up council members and other students to work the different areas

Print schedules, etc give to packet group

Assign a group of student greeters

Send reminders 2 weeks before to all involved


	Determine what facilities are needed

Fill out building use forms

Inform 

custodians 

Coordinate with fall coaches

Decide on decorations

Purchase decorations

Put up 

Decorations

Set up sound system

Have microphones with NEW batteries

Set tables for registration, breakfast, etc.

Make welcome & direction signs

Hang signs

Clean up all areas

Breakdown sound system
	Court Selection Process

Student Activities Pass

Class of the Year System

Scoring of Assemblies

Red & Blue Days

Class Color 

Wars
	Get out lockers & schedules

Orient students to building

Expose students to various opportunities at SCHS

Indoctrinate into SCHS culture

Create a positive first exposure for freshmen year


