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AmeriCorps*VISTA 

On-Site Orientation & Training Plan

North Saint Louis County Habitat for Humanity 

Jolene Alto

Week of Aug 22nd 2005

Provided by Nathan Thompson, VISTA’s supervisor.
Monday: Welcome to the Organization; Getting Started.

Morning

· Welcome new AmeriCorps*VISTA member.

· Spend time in a get to know you session with the supervisor.

· Have VISTA share what she learned at Pre Service Orientation.  Were there any questions that were generated by this training and material?

· Show new member his/her work area.

· Show location of rest rooms, lunch and break rooms/space.

· Begin to set up work station, email, database login and basic overview.

Lunch

· VISTA and supervisor will have lunch in honor of a great beginning.

Afternoon

· Discuss basic terms of work, policies, procedures:

· Explain hours of work and overtime policies, holidays, and leave days.

· Explain organization rules about absenteeism, tardiness, and process for reporting absence of illness.

· Discuss timesheets, mileage reimbursement and leave usage.

· Explain the VISTA compensation process.

· Explain use of the telephone, mail services, copier (security code), and fax.

· Provide phone list(s).

· Explain standards of conduct, including rules of dress, personal grooming, smoking policy, housekeeping rules, etc.

· Explain parking practices and provide office keys to building.

· Explain safety procedures.

· Explain process for ordering office supplies.

· Supervisor shows the new member how to use essential equipment (telephone, computer, fax, and copier).

· Continue overview of database, website and office soft files.

· Give basic overview of the communities we serve in North St. Louis County.

Tuesday:  AM – Continue workstation setup, introduction to community housing network.

PM – Organizational Purpose and Mission and the VISTA Project.

Morning

· Finish setting up workstation.

· Discuss in more detail the mission, background, and purpose of the sponsoring organization.

· Explain history and purpose of organization.

· Review organization mission, goals and objectives.

· Review organizational structure.

· Provide copy of organization chart and review staff duties.

· Explain departmental and divisional functions, goals, committees, committee structure, and major projects.

Lunch:  Sack lunch at the Rural & Fair Housing Coalition 11:30 to 1:30

VISTA will be introduced to this coalition of housing and service providers in the community.  The coalition provides a great network of support, advice and insight to the issues faced in providing affordable housing from homeless shelters to permanent housing in the community.
Afternoon
· Review any details that have not been covered as of yet, found in the welcoming packet.

· Explain the purpose of the VISTA project:

· Explain the purpose of the project and the role of the VISTA member

· Explain goals and objectives of the project

· Begin to brainstorm on VISTA work project.

· Give VISTA time to read any materials presented to her.

· Visit a completed Habitat home and partner family. (Woods)

Wednesday:  The Member Assignment, Supervisory Relationship.

Morning
· Clarification of individual work plan, how goals will be achieved, and how the VISTA member’s progress in achieving work plan objectives will be assessed:

· Review the individual work plan/job description, explain specific responsibilities.

· Brainstorm on VISTA workplan for possible new tasks to meet objectives that might play to the VISTA’s strengths.

· Make the outcomes of the work project clear; what permanent infrastructure will the VISTA help create and how will that help individuals or communities promote, create and preserve affordable housing.

· Explain performance reviews (date for first review, frequency thereafter).

· Discuss performance expectations and standards in reporting requirements.

· Discuss specific performance objectives which will be reviewed during the initial period.

· Supervisory and support structure; communications; reporting; accountability:

· Discuss the working relationship between member and direct supervisor, mutual expectations, communication styles, work styles, support needs, etc.

· Discuss and clarify communication procedures and practices.

· Review meeting schedules, work schedules and special events. Insure that a calendar is set up to facilitate scheduling.

· Go over employee issues:  conduct, dress, attendance, discipline.

Afternoon

· Orient the VISTA on the community assets that will be available or could be tapped in aiding the project.  Churches, Press, HRA’s, community based housing coalitions, etc.  Insure that VISTA has beginning contact information for these organizations.

· Have VISTA begin setting up a timeline for the goals set forth in the workplan and pen any new possible ideas for tasks.  Review these in the afternoon.

· Have the VISTA brainstorm on further community organizations, resources, relationships, and individuals that may aid them in the accomplishing goals.

· Meet at the end of the day to go over results and discuss directions in which to begin.

Thursday:  Deepening the Understanding of the Community and Project.

Morning

· Insure setup of workstation / office equipment is complete.  Introduce VISTA to Partnernet, HFHU and Habitat.org.

· Review the major goals of the work plan and begin to prioritize goals in order of importance to the needs of the affiliate.

· Begin finalizing objectives to meet the Goals of the project.

· Set a time line for the goals and objectives to be completed.

Afternoon

· Begin work on reviewing existing Partner Family Manual.  Assess the work that needs to be completed to finalize this document.

· Identify the key committee chairs who will also be involved in the project.  Give the VISTA the opportunity to interview key members and volunteers to glean their perspective on the projects the VISTA will be working on.

· Have the VISTA gather as much information as possible to help her understand the community and the project.

Friday:  Reflection, Team Building, and Celebration of the First Week.

Morning

· Spend the first part of the morning at the area Maverick Meeting.  Informal Friday morning meeting of various agencies dealing with housing issues in the community.  Introduce VISTA to others interested in making a difference in the same field.

· Discuss impressions and findings from Day Four with supervisor.  Discuss implications these have for the project and the member’s work plan.

· Discuss potential resources that can be applied to help achieve project goals:

· Review use of volunteers on the project.

· Discuss the two past VISTA’s successes and how this project will be building upon those milestones.

· Review goals of leaving the project with volunteers to keep systems in place that have been developed by the VISTA.

· Review barriers and successes to volunteer use of resources discussed.

· How member can best help volunteers and others involved in the project.

· Discuss support/recognition to make volunteers to feel valued, ways to recognize.

Afternoon

· Visit and get to know one of our most recent families to have completed and moved into a home.  Get the story from the homeowner.  Tour of the home if possible. (Kowarsch, Ely)

· Celebrate the first week of the member’s assignment!

WEEK TWO

Spend time with the Vista each morning in brainstorming and reviewing the tasks for the day.

Finish each afternoon with a brief report of how the day went, challenges, successes etc.
WEEK THREE

The VISTA member begins independent implementation of project with frequent check-in sessions with supervisor and other key volunteers to see how the work is going.  Supervisor makes it clear to the member that this third week is still a period of learning, practice, testing, and adapting.  He or she should not worry about making mistakes, asking lots of questions, and experimenting. 

ON-SITE ORIENTATION AND TRAINING Planning Worksheet

Using the first three weeks to start out strong!

Your plans to have your VISTA FEELING – 

	OBJECTIVE
	ACTIVITY

	· WELCOME
	VISTA has already attended a Board meeting and been welcomed by the organization.  The first week will be dedicated to insuring the VISTA’s comfort level with the work plan and organization as she is helped in planning for the upcoming year’s projects. 

	
	

	· COMFORTABLE in New Surroundings
	Office Basics will be provided with help and guidance as to the procurement of any further materials necessary for accomplishing tasks.  A visit to the local office supply store to secure any items needed for desk and workspace. The VISTA is familiar with this community.

	
	

	· EMOTIONALLY GROUNDED
	Sensitivity will be exercised as VISTA becomes used to a new supervisor, office, project and Habitat culture.

	
	

	· RECOGNIZED & UNDERSTOOD
	Open door policy for concerns and the sharing of ideas will be expressed during first week.

	
	

	· READY TO START ON INITIATIVE
	As the first week of OSOT is finished VISTA should have a firm grasp on where to begin.

	
	

	· CONNECTED TO YOUR MISSION & VISION
	Objectives will be set in the first week along with a prioritized list of which projects to work on first.  The VISTA will also visit a home in construction and a completed home.  Meeting with a Habitat partner family at the end of the first week should help establish a firm idea of what we are working for.

	
	


Your plans to have your VISTA SEEING – 

	OBJECTIVE
	ACTIVITY

	· LAYOUT OF COMMUNITY
	VISTA is familiar with the community.  A map with NSLCHFH’s activities over the past 9 years is available and will be discussed.

	
	

	· LOCAL NETWORK
	VISTA will be introduced to the Executive Directors local contacts and encouraged to develop new ones as she proceeds with his project.

	
	

	· WORK SPACE
	Office with basic tools provided.  A review of email, network, database, and online Habitat resources will conducted in the first week.

	
	

	· COMMUNITY LIFE
	VISTA is familiar with the community.  “Habitat community” events will be explained and given during OSOT.

	
	

	· MAJOR INITIATIVES
	To eliminate poverty housing.  VISTA will visit a new construction in progress as well as a completed home.  She will have the opportunity to visit a habitat family and hear their story in the first week as well.  VISTA will have a firm grasp on why she is doing what she is doing and a knowledge that this project is making a difference in people’s lives.

	
	

	· HOW THINGS GET DONE
	Will be covered as part of the first week of orientation.  VISTA will be mentored by the executive director who will share some of his experiences in getting things done in a volunteer organization.

	
	

	· KEY DOCUMENTS & PRINT RESOURCES
	VISTA will be given access to necessary office documents, hard and soft copy files.  Partner net will be made accessible.

	
	

	· ORGANIZATIONAL CHART
	Provided with welcome packet.

	
	


Your plans to have your VISTA KNOWING – 

	OBJECTIVE
	ACTIVITY

	· WHERE TO GO TO GET BASIC NEEDS MET
	Basic needs are covered as VISTA is from this community.

	
	

	· ORGANIZATIONAL CHAIN OF COMMAND
	To be discussed in first week.

	
	

	· WHAT REFINEMENTS THERE ARE TO WORK PLAN
	The work plan will be gone over in detail in the first week with thought of prioritizing and refining the project to meet the needs of the affiliate as well as taking full advantages of the VISTA’s strengths.  The VISTA will also be challenged to grow by tackling parts of the project that he may not be as familiar with.

	
	

	· WHO TO ASK FOR HELP
	VISTA supervisor Nathan Thompson will be the primary contact.  The VISTA will also have contact information to the Board of Directors as well as key volunteers.

	
	

	· WHAT TRAINING OPPORTUNITIES ARE THERE TO STRENGTHEN SKILLS AND KNOWLEDGE
	Possible Chamber of Commerce leadership training to add to the HFH-MN experience.  The September Capacity Building conference will be made available to the VISTA.

	
	


Your plans to have your VISTA HEARING – 

	OBJECTIVE
	ACTIVITY

	· HISTORY OF COMMUNITY
	VISTA is from this community.  

	
	

	· INFO ABOUT THE DIFFERENT CULTURES AND ORGANIZATIONS IN THE COMMUNITY
	Brief discussion will be held on the culture and volunteer involvement.  As in all communities this one has it’s “quirks” as to how people respond to volunteer opportunities.

	
	

	· HISTORY OF THE ORGANIZATION
	Packet and discussion provided during first week.  There are 5 scrap books detailing the history of habitat in the community that will be available to the VISTA.


	
	

	· EXPECTATIONS IN TERMS OF MEMBER – SUPERVISOR RELATIONSHIP
	To be covered in first week.

	
	

	· SUPERVISOR EXPECTATIONS
	To be covered in first week.  Regular meetings designed for open communication will also be a part of weekly office life.

	
	


Your plans to have your VISTA DOING – 

	OBJECTIVE
	ACTIVITY

	· PARTICIPATING IN SOME MEETINGS
	The VISTA will be invited to some key meetings as part of her orientation and regular job responsibilities.

	
	

	· MEETING SOME KEY COLLABORATORS AND PARTNERS
	VISTA will be allowed to schedule and visit with key volunteers that will be associated with her project.  She will also be invited to attend community meetings with other housing agencies.

	
	

	· BEING INTRODUCED TO THE COMMUNITY
	A press release will go out in the VISTA’s first week.  

	
	

	· BEING HOSOTED FOR SEVERAL WALKING TOURS OF THE COMMUNITY
	Meetings will be arranged with key board members in the communities that we will be building in this season.

	
	

	· COMPLETING AT LEAST ONE TASK THAT IS RELATED TO ONE’S WORKPLAN
	VISTA will aid in getting the need for new partner families in the community by writing an article for the local papers as well as posting flyers in the community.

	
	

	· SHARING HIS OR HER SHORT AND LONG RANGE GOALS
	VISTA will attend the board meetings and will report briefly on goals and objectives.
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