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Sample Service Site Orientation Checklist
Program year 2026-27
Please note: This is a sample template. Host sites should utilize a checklist that is relevant for their organization.
	About the organization:
	Date completed

	Review the History and mission of the organization and how College Corps and Fellows contribute.
	

	Explain the organization’s role in the community, the challenges faced, and the targeted beneficiaries.
	

	Review policies that impact Fellows and organization norms.
	

	Introduce potential resources that can be applied to achieving project goals.
	

	Tour of the facility. Show Fellow where to store their personal belongings, and where to park (if applicable).
	

	Introduce Fellows to the staff.
	

	Fellow expectations & duties:

	Review the Fellow position description, daily tasks, and projects Fellows will be a part of.
	

	Explain the boundaries of the role and what Fellows should and should not do (including prohibited activities).
	

	Review the organization dress code-specifics on what is appropriate and what is not.
	

	Review communication norms. Ensure clear understanding of the lines of communication and chain of command.
	

	Review how and when Fellows will receive performance feedback.
	

	Show Fellow how to use necessary tools: computer hardware/software, shared drive, email, group chat, physical tools needed to perform service, etc.
	

	Discuss the sign in and out process for hours tracking verification. Show the Fellow where and how to log their hours.
	

	Share the due dates for Fellows to submit their hours in America Learns and dates timesheets will be reviewed/approved.
	

	Fellow experience:
	

	Set service schedule with Fellow including break frequency (if applicable).
	

	Set regular check-in meetings between the Fellow and supervisor.
	

	Talk through protocol of how to make adjustments in their schedule and hours.
	

	Discuss the difference between service and training hours and when to code hours as training in America Learns.
	

	Review the process Fellows should follow if sick and cannot make it in to serve, and who they should contact if their supervisor is unavailable.
	

	Review the program calendar (special events, holiday/ closures, etc.) that Fellows should be aware of.
	

	Safety:
	

	Review personal safety measures Fellows should be aware of.
	

	Explain the organizational emergency procedure and safety procedures.
	

	Review who the Fellow should alert if they are injured while serving.
	



	Notes/Follow up:

	











By signing this document, both Fellow and Supervisor attest to reviewing all items in the checklist.
Fellow Name: 							Signature:
Site Supervisor Name: 						Signature:
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