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Suggestions for a Successful Information Session
1) Make prior arrangements for equipment and room location.

2) Arrive early to locate parking, get parking pass, and set up equipment.

3) Greet students as they come in to the classroom.  “Hello, I’m __________ - I’m your presenter today for the Pharmacy Technician program.”

4) Assist the director in asking students if they need a parking pass.

5) Have a packet of information with resources from the “Sample Student Information Packet” – including program schedule, registration form, Sallie Mae Financial Information, Program Summary, Program Outline, etc.

6) Inform the students of the partnership between the sponsoring school and Boston Reed.  Let students know that Boston Reed is a school “without walls.”  They are a state-approved provider of allied health programs.  Registration, classroom, and certificates of completion are from the school.  Instructors, curriculum, medical supplies, externship placement and the state registration process are provided by Boston Reed.

7) Make sure all students have a packet before you begin.

8) Let students know they can register after the orientation.  Let the director make any specific announcement regarding registration.

9) Make yourself available after the orientation to answer questions.

10) Do not allow the presentation to exceed one hour. Allow time for questions and registration.
11) Avoid spending the extra time during the orientation to share information that will be given to the student the first night of class. Simply let the student know they will receive that information from their instructor.

12) Remind students to register in time to receive a program textbook in the mail.

