Orientation Outline
1. Introduce Ourselves:
a. Give our own story

b. How did you hear about us? What made you want to get involved?

c. What services do you want to Provide? Receive?

2. Our Service Exchange History and Overview
a. We are an organization of over [ # ] people, businesses, and organizations that exchange goods and services with others in the network based on the currency of time.

b. We have been around since [year]
c. The time banking movement was started by a group of women in Saint Louis. They formed Grace Hill Settlement, which is a member of hOurworld today. They coined the original four core values.

d. Dr. Edgar Cahn has been an active spokesperson for time banking. He is the author of two helpful books: The Time Dollar Movement and No More Throwaway People. Edgar coined the fifth core value.
e. Edgar was a prominent member of the community when he suddenly became ill and found there was little he could do for himself, let alone for others.  He hated the feeling of helplessness and recognized that this is a way of life for many who have a disability, are elderly, or are socio-economically disadvantaged.  He realized that even though he was ill, he could still give something, even if he would just listen to a child who was learning how to read.  

f. Doing something that another person needs or wants, or receiving  something you need from another, gives each person respect and value.  
g. We are much more than just about exchanging services.  Our activities are about building community and enhancing each other’s lives.

3. Our Core Values: We mean many things to many people and our core values are what bind us together and makes us a community. (((Tell Stories to illustrate.)))
a. Assets: We all have talents and strengths.  We are all assets. Every human being has something of value to contribute
b. Equality: At the heart of every exchange of time is equality. All people are valued equally at [our service exchange]. One hour of service equals one time credit, regardless of the service.  One hour of legal advice equals one hour of weatherization equals one hour of transportation or help, etc.  
c. Respect: Everyone matters. We must respect where people are in the moment, not where we hope they will be at some future point.
d. Redefining Work: Work is beyond price. We feel that work must be redefined to include all of the activities it takes to sustain families, neighborhoods and communities, to sustain our democracy and to advance social justice. This kind of work needs to be honored and rewarded.
e. Reciprocity: Helping works better as a two way street. The question, “How can I help you?” needs to be changed to, “How can we help each other build the world we both want to live in?” At [our service exchange], you earn what you receive. You can feel good about what you are exchanging because you are not always taking, or always giving. 

4. Member Rights, Responsibilities, and Courtesy Rules

a. Rights: As a member of [our exchange], you have certain rights:
i. Right to be valued for service to the network and community
ii. Right to personal development and lifelong learning
iii. Right to confidentiality
iv. Right not to be discriminated against on the basis of age, gender, race, ethnicity, religion, sexual orientation, or disability
b. Responsibilities: *** Stress the importance of calling back, and keeping your service offers and requests up to date***
i. Courtesy Rules 
1. 24 Hour Cancellation Notice

2. 48 Hour call back, whether providing the service or declining the request
ii. Minimum of [ 6 ] hours of exchange per year. It is important to enter your hours as you earn them.  Members who do not exchange will be made inactive until they are ready to participate in the program again.  Reactivating is as simple as calling the office to let us know.
iii. Maintain an accurate account. Check your balance periodically and make sure all your exchanges have been recorded.  
1. NOTE: Exchanges are generally recorded by the member who provided the service (in other words, the member who is earning hours, though it is very easy for the receiving member to do so.)

iv. Maintain current contact information.  Inform [our administrator] about changes in your status.  Updated profiles are imperative for effectively facilitating exchanges; we don’t want to refer anyone to an inactive member!

v. Annual Donation: We may ask for a donation of either [ 2 ] hours and[ $25 ] or [ 4 ] hours.  THANK YOU.  Members will receive a prompt in their account on their anniversary join date. It takes both social capital, and the cash economy, to operate [our service exchange].  All help from members is greatly appreciated!

vi. Remember, Members can be dismissed for unacceptable conduct.  Any serious concerns should be brought to the attention of [our administrator].  

5. Secrets to Successful Exchanging (((Tell Stories to illustrate)))

a. Be social and build relationships. People are more likely to exchange with members they have met.  Matches are often made at our events. 
b. Recruit everyone you know. Consider how you regularly spend money and envision a different kind of Exchange.  Tell your friends and see how you can integrate [our service exchange] into your life.
c. Get to know the Time and Talents software.  It’s a great tool! 
d. Be a familiar face around our office.  Feel free to drop in and say hello.  The more we know about you, the more we can sing your praises to other members.  
e. Communicate clearly within the Exchange. Be sure to communicate your needs, wants, and preferences.  

i. Sometimes, members want their travel time to be included in the service exchange.  This is up to you to negotiate, and it’s best to do so BEFORE you provide the service.
ii. Sometimes, materials will be needed for an exchange such as cooking or yard work.  Discuss who will provide those materials.
iii. Members sometimes choose to exchange items for Hours.  In this case, it is up to the members to negotiate upon the number of hours an item is worth.  If it is a handmade item, generally it is the time it took to make the item.   
iv. Remember, exchanges are not guaranteed.  We are a network of neighbors helping neighbors.  It is up to the members to judge who they would like to exchange with and to ask questions about licensing, liability and insurance, if need be.  It is perfectly ok to ask for this information BEFORE the exchange happens. 

f.  Only offer services that you actually want to provide.  People will call and request services.  [our service exchange] provides a great way to spend more time doing what you love.  Use the hours you earn to get those nagging tasks out of the way to free up your time.  

6. Events and Opportunities: (Very Important!)
a. Highlight a few programs: Access to Arts (i.e. from Hour Exchange Portland in Portland, Maine: Portland Ovations, SPACE, and Mayo Street Arts), Time Gallery, Weatherization, Microenterprise Development, Refugee and Immigration Services opportunities (English Conversation Circle), Access to Health Care (Turn the Tide Maine and True North), etc.  

b. Monthly Potluck! 3rd Wednesday of the month 5-7. Great way to meet members and make plans for exchanges.

c. Highlight other upcoming events and fundraisers

d. Member Leadership: [our exchange] is always looking for members to get involved.  Help with our projects, or start your own! Take a member leadership sheet if interested (Another great way to earn hours and meet members)

e. Highlight any other projects currently being developed by [our exchange] and ask if any new members are interested.  

f. Member Perks: (another Hour Exchange Portland example: Discount at Silly’s local restaurant, discounted BJ’s membership.

7. Walk them through Time and Talents features on the website

a. Time and Talents can be used to: send messages, report hours, see your statement, change the services you offer and the services you want to receive, update contact information, view and post Eblast entries, and more!
b. Show new members:

i. How to log on

ii. How to add services (both offer and request)

iii. How to search for providers and receivers, members, help, etc.
iv. How to report hours. Encourage them to record their first exchange, 1 hour for attending this orientation

v. How to change info (drive home the importance of keeping profile and service information current)

vi. How to post and reply to messages.
c. If you need any additional help navigating Time and Talents, please contact [our administrator], or see the Time and Talents Member Guide on the Member Login page, or use the context sensitive [Help] link on each page in Time and Talents.
Our Time Bank
AGREEMENT TO PARTICIPATE AT MY OWN RISK 

AND HOLD THE PORTLAND TIME BANK HARMLESS

As a member of the Our Time Bank I understand; that the Our Time Bank does not guarantee or warrantee the fitness, safety or the quality of work of any of its members;
As a member of the Our Time Bank I agree to undertake and request neighborly acts of kindness, caring and assistance with other members of the Time Bank; assume the risk of injury, harm or damage in connection with my providing or receiving Time Bank services; hold the Our Time Bank harmless from any and all liability, actions, claims and damages of any kind, including those caused by or arising from negligence, for injury to person or property.  

As such, I will try to the best of my ability to respond to a member’s request of services of me within 72 hours; be polite and helpful, but clear about the amount of the services requested I can provide; perform quality services to the best of my ability; and,

perform my services in a safe and careful manner.

As a member of the Our Time Bank, I consent to the following actions that the references I am providing may be contacted; and, that the Our Time Bank may release relevant information concerning my ability and fitness to work as a Time Bank member to those seeking to utilize my services.

The Our Time Bank dose not charge a fee however a donation of $25 is suggested to cover cost of directories, member ID’s, . We also provide options to the donation on an individual basis. 

By signing below, I certify that I have read this document carefully, that I understand its terms, that I recognize that it constitutes a waiver of legal rights, and that it is enforceable to the extent allowed by law.

Date:                       



Sign here:       
  Thank You For Joining Your Community Time Bank!
Please return the entire Membership Information Form to us here: 

For more information, call us. 

Our Exchange may operate a federal Americorp*VISTA program that is required to serve a percentage of income eligible members. The information here is used to for statistical analysis only.

What is your: 
Gender: ________________________ Number of Children: (natural, foster, step) _____     
Household Income:  More than $32,000/year _____    Less than $32,000 per year _____

Completed Education: (Years) _____  Age ____  Ethnicity_______   THANK YOU!
