
 

As you design Orientation and Intake sessions for new learners, examine your procedures from their 
point of view.  As you evaluate the effectiveness of your sessions, consider asking the following 
questions: 

 

Source:  Observations from Appalachian Lifelong Learning Center 

•Welcome students with an inviting and comfortable 
environment.  

•You may want to include an activity to put them at ease.
Did we make learners feel welcome 

enough to want to return?

•Anticipate their questions to prepare an orientation 
packet.

•Walk them through the packet, explaining how your 
program works and your expectations for their 
participation. 

•Give them an opportunity to ask questions.

Did we give them an overview of the 
program with take-home information 
that clealry explains what it means to 

participate?

•Encourage capable learners to fill out a Goals Sheet if 
the setting is a group orientation.  

•If a learner isn’t capable of completing the sheet, the 
instructor should discuss the questions with the learner 
and record their answers on the Goals Sheet.

Were the activities for goal setting 
effective enough to give us a clear 

understanding of the learner’s reasons 
for enrolling?

•Learners should leave the orientation session optimistic that 
success toward their short-term goals is not only possible, 
but likely.

Was the learner comfortable with the 
amount of paperwork required to 

complete the orientation or did he/she 
seem overwhelmed?

•Prepare learners for initial assessments through a 
discussion of how their results will be used to inform their 
instructional plan.

Did learners leave the orientation with 
an appointment to take their initial 
assessments and a learning styles 

inventory?

•During a private session, learners should be made 
aware of the confidentiality of their assessment results, 
including potential referrals and accommodations.  

•This meeting is an appropriate time to address possible 
obstacles or barriers to the successful completion of 
stated goals.

Prior to beginning a program of study, 
did the learner meet with an instructor 

to privately discuss the results of 
his/her initial assessment and learning 

styles inventory?

Suggestions for Intake/Orientation  
 




