VOLUNTEER COORDINATOR


SEPTEMBER

· Phone calling, get a couple of people to help.

· Establish volunteer check-in procedure.

· Maintain volunteer roster. Each coordinator in charge of telling volunteer coordinator names of adults working and times.

· Students have sign-up sheets at school. Make sure sheet states “REMEMBER WHAT YOU SIGNED UP FOR AND WHEN” 

· Put names of adult coordinators on each category of student sign up sheet so they know who to report to and where.

· Arrange for event staff badges for student volunteers. 

· Arrange for event staff badges for team lead volunteers with names and responsibilities (program design and printing chairperson).

TWO WEEKS BEFORE

· Recruit parents to fill in gaps if needed.

· E mail adult volunteer letter to all band parents.

ONE WEEK BEFORE

· Post student sign up sheets in band room.

EVENT DAY

· Set up shade tent, table and chairs.

· Arrange for all volunteers to have a watch.

· Check in volunteers. Give them their assignments.

· Arrange for two walkie-talkies. (channel 6)

· Re-deploy and manage volunteer force throughout the day.

· Record student’s community service hours, work with LBPA president.

· Have all student volunteers turn in there badge and lanyard.

· 30 min before warm-ups; Lebanon Band students are dismissed from working

· When possible, band student’s shifts should be broken up into two shifts.

· Cell Phone numbers from students
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