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	Before your*VISTA begins….

Key points in retaining the recruited volunteer!

· Keep in touch

· Send information about the community and the organization

· Websites or newspapers with apartment listings

· Public Assistance information:  food stamps, LIEAP

· Develop a rapport and find out their interests (recreation, book club, health club, dietary interest and expectations)

A warm welcome ensures a great start!



	Week 1:  This list will serve as an anchor and grounding tool for the *VISTA. The first week on site is a crucial time to orient the *VISTA into your community, organization, and their new life.  By addressing how to get their basic needs met, you will create a solid foundation for the *VISTA to “get things done”.

	Required:  A schedule for the first week which includes:

	Objective: WELCOME and Orientation to organization and community
	Activity Checklist

	· Community Life

· Work space

· Emotionally grounded

· Who to ask for help

· Local network

· Local newspapers and organizations

· *VISTAs role recognized and understood

· Time to meet key community members

· Information and exposure to the services and philosophies of the sponsoring organization

· Work policies and procedures (access to the internet, supplies, transportation reimbursement, answering phones, etc.) and definition of the work place

· Key documents and print resources

· Short and long term goals

· Expectations of member/supervisor relationship

· Expectations for the first month

· Project Plan Project Plan Project Plan (though this is last on the list, it is your top priority)
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	                                           The Organization   and     The Community

How is the Organization addressing the community need?

	· History of the organization

· What is the original purpose of the sponsoring agency

· Who organized the agency?  When?

· Organizational Chart and chain of command? (Checking in/Checking out)

· What program area is it concerned with?

· What are the organization’s future goals and objectives?

· How do the goals and objectives of the volunteer project complement the overall organization’s goals and objectives?


	· History of the community

· History of the different cultures and organizations within the community

· What are the basic problems of the community in economic development, education, housing, employment, and health?

· What are the political structures operating within the community?

· What is or is not known about poverty in your community?

	Immediate next steps…. Put the Project Plan in motion!  

	!Caution:  An inactive *VISTA is an unhappy *VISTA, which will only make your job harder!  Put them to work right away using the Work Plan to address the agencies goals.



	· Meet key collaborators and community partners

· Introduction to community

· Participate in some meetings in the organization or the community

· Walking tours around the community
· Assign some tasks


No later than Week 2:
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	What are the specific goals of the volunteer assignment?

The project  plan is the key to your success with the *VISTA.  In order to accomplish the following objectives, use the project plan as your guide and reference to successfully achieve the goals outlined for your volunteer. (Hint:  Your PRC site application addressed these items)

	· How are the goal integrated into the rest of the *VISTA project?

· List the objectives

· How will one know when the goal is reached?  

· What is the overall strategy to accomplish these objectives?

· What conditions will exist at the end of the service year?

· Quarterly reporting (PRC/Site expectations)

How was the strategy arrived at and who participated in the formation of the strategy?


	

	

	What training opportunities are available to strengthen needed skills or knowledge?

	The PRC provides four to five training throughout the *VISTA year that address capacity and community building, creating sustainable programming, as well as Prevention Specialist Training that pertains to prevention specific issue areas and state wide prevention goals.

There is a possibility that your *VISTA will need additional training to meet the individualized goals of your agency.  If you are already aware that further training will be necessary, please research options for your volunteer.

Trainings…
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