Check list of the topics Project Leaders should cover in a Crew Leader Orientation Session:

· Welcome, THANK YOU and Introductions 

· Overview of the project 

· Hand out extra copies of tech notes and other relevant documents to those that don’t have them 

· Slide show with maps and photos of the project site (if session is at the office) 

· Explanation of logistics that affect crew leaders, for example: 

· Schedule of the Day 

· Numbers of volunteers, crews, etc. 

· Lay of the land:  parking area, registration area, carpooling, lunch site, toilets, tool staging, material staging, camping areas, etc. 

· Flow of activities 

· Which TA’s are responsible for which sections 

· Getting crews to their sections 

· Unusual aspects of this project (i.e. breaks from normal convention) 

· Discussion of safety issues and the safety net
· Discussion of contingency plans for weather, fewer/more vols than expected, etc. 

· Technical details of what we are doing 

· Review of the technical notes 

· Crew leader section assignments 

· Decide which CLs will mentor which CL trainees (if not already decided) 

· Side discussion with CL/trainee pairs to ensure they are prepared for the mentoring relationship 

Technical Notes

All the design work and background information compiled by the TA needs to be documented for a variety of reasons.  The PL may embellish upon these certain categories or at least need to make sure they are present in the notes. Once documented, the information can be added to the WRV Knowledge Base, becoming available for the benefit of future projects and future TAs.  These technical notes are an historical record of what we did at the site.  It’s paper proof that we did something.  These notes also provide a baseline for monitoring the changes to the site over time.  Land managers may want to see our designs and plans on paper so they can confirm that our intentions are in alignment with their goals.

The most immediate and important use of the technical notes is to explain to crew leaders (and possibly sub-contractors) what we intend to do.  Without notes, a TA might have a LOT of explaining to do at a project to keep crews working efficiently.

Technical notes vary tremendously in their complexity.  For a one day project with ten volunteers, you may not need any technical notes.  However, WRV’s most complicated projects have sometimes required 30 to 50 pages of documentation.  The “average” WRV project might require 5 to 10 pages of documentation.  Technical notes are always very site and project specific.  However, these notes do include certain consistent components.  For example:

· Overview – a pithy broad stroke view of what we are doing and why it’s important.  The overview may also include historical background information.

· Safety Issues – a brief summary of the safety risks that the project or the site have.  Weather, poisonous plants, tool related injury, rock fall, slipping on loose rocks are just a few of the common hazards listed (this can be taken from the Risk Assessment Form).  Be all inclusive and explicit, but brief and pithy.

· Safety Net – explains the plan to ensure the safety of the volunteers and the process by which help is obtained in the event of an injury.  Often the bulk of this plan is governed by communication protocols.

· Site Map – For large or complicated project sites, it’s very helpful to have some sort of map to orient crew leaders.  The map helps them figure out where they are in relation to the work and helps them correlate markings in the field with site/section names in the technical notes.

· Site Preparation – describes what, if anything, may have been done to the site to get it ready for the volunteers.  This may include heavy equipment work, staging of materials, etc.

· Flagging – Most project sites require some form of marking with stakes and/or flags.  This section explains the site marking system.  For instance, it might explain the significance of flag colors used or the how stakes are numbered.

· Section Notes – This and the next section are usually the most substantial.  Section notes provide a short hand listing of the tasks to perform in each “section” or crew-sized piece of the project.  Long how-to instructions are usually not included here.  It’s more of a quick reference on the specifics of each section.  Section Notes are often presented in the form of a table.  It’s up to the TA to decide the most effective presentation format.

· Technical Reference Information – This section provides the detailed how-to background information on any treatment technique mentioned in the section notes.  Unless you know for certain that all crew leaders know exactly what to do, you will want to be very detailed and explicit here.  Do not assume that crews will read your mind or intuitively know how to do things.

· Reference Drawings, Sketches, Photos – A picture is worth a thousand words, so they say.  That’s often especially true for technical notes.  Whenever feasible, show a drawing of what you want.  You may be able to borrow these out of publicly available documents or from the WRV knowledge base.  Conversely, if you create or find something in the public domain, please make sure it finds its way into the WRV Knowledge Base so the next TA doesn’t have to re-invent the wheel.

· Tools per Crew – Every crew leader will need to know how many and what kind of tools to take to their work section.  If every crew will need the same kind and number of tools, then you can provide just one list for all crew leaders to reference.  If different crews will need different tools, then you need to provide a separate tool list for each unique configuration.

