
2019 CFE Workshop 

Workshop Volunteer Assignment Descriptions 
 

 

ATTENDEE CHECK-IN  
“Attendee Check-In” on assignment spreadsheet 
 

 At Check-In (see more detailed printed instructions at the Attendee Check-In Table): 
warmly welcome our guests!  Highlight each teacher’s name on the Check-In List (alpha-
order by last name) as they arrive. 

 Find attendee’s name tag, present them with a raffle ticket, and point them in the proper 
direction (i.e. Raffle Table in Main Hallway; Breakfast in the Cafeteria; Opening Session in 
Auditorium). 

 **If the attendee’s name is highlighted, they have registered before October 11 and will 
receive two raffle tickets. 

 Each attendee will use their raffle ticket(s) to enter the Teacher Raffle.  
 

ATTENDEE CHECK-IN HELPER 
“Attendee Check-In Helper” on assignment spreadsheet 
 

 Gather near the Pulaski main entrance or Pulaski staff parking lot entrance (assignment 
provided the day-of) to watch for Attendees in need of guidance. 

 Warmly welcome our guests and direct them to the Attendee Check-In area. 
 Sporadically check-in with volunteers at the Attendee Check-In Tables to provide 

assistance or relief. 
 At 9:00am, please start encouraging teachers in the Main Hallway to move into the 

Auditorium for the Opening Session located on the first floor.  

 
ATTENDEE CHECK-OUT ASSISTANCE 
“Attendee Check-Out Assistance” on assignment spreadsheet 
 

 At 11:00am, meet at the Attendee Check-In Table to begin setting up the Donor Thank 
You Station (materials provided at Attendee Check-In Table) 

 Kayla Valenti, CFE’s Program Coordinator, will assist you at this time with also setting up 
the Afternoon Snack located in the Pulaski Teacher’s Lounge refrigerators. Snacks will be 
brought out and set-up at the Attendee Check-In Table. 

 At 12:20pm, stand in the Main Hallway on the first floor to encourage teachers to: 
o Sign the Donor Thank You Letter located at the Attendee Check-In Table 
o Join us at the CFE Workshop After-Party at Floyd’s Pub (1944 N Oakley 

Avenue) 
 

PRESENTER CHECK-IN & CHECK-OUT  
“Presenter Check-In/Check-Out” on assignment spreadsheet 
 

 At Check-In (see more detailed printed instructions at the Presenter Check-In Table): 
warmly welcome our guests!  Highlight each teacher’s name on the Check-In List (alpha-
order by last name) as they arrive. 



 Provide each Presenter with his/her lanyard, Presenter packet, and 2 Raffle tickets. 
Packet contents: Blank Sign-In Sheets, “Session Full” door sign, Workshop Catalog, CFE 
Magnet, and Sample “Volunteer Notes Form.”  

 At Check-Out (see more detailed printed instructions at Presenter Check-Out Table): 
collect lanyards and Sign-In Sheets. Please use the Presenter Check-Out List provided and 
note that teachers must provide a signature in order to receive the stipend checks (if 
applicable, see Check-Out List). 

 Remind Presenters that CFE Evaluation Forms & PDH Evaluation Forms will be emailed 
next week. Thank Presenters for all of their hard work and wish them well for the 
remainder of the day! 

 

VOLUNTEER CHECK-IN 
“Volunteer Check-In” on assignment spreadsheet 
 

 At Check-In (see more detailed printed instructions at Volunteer Check-In Table): warmly 
welcome our volunteers! Highlight each volunteer’s name on the Check-In List (alpha-
order by last name) as they arrive. 

o Find volunteer’s packet and walk-through the duties of his/her volunteer 
assignment (see Volunteer Descriptions document). 

o Volunteer Packet includes: Volunteer Schedule, Volunteer Descriptions, 
Volunteer Observation Form, and a Map of Pulaski. 

o ENCOURAGE volunteers to grab breakfast in the Cafeteria located on the first 
floor and place their coats/belongings in the Volunteer Lounge located in 
room 105. The Volunteer Lounge will not be staffed, but no one besides 
volunteers should go in there.   

o Remind volunteers to return their lanyards and “Volunteer Observation 
Forms” to the Volunteer Check-In Table at the end of the day. 

PRESENTER LOAD-IN AND LOAD-OUT 

“Load In/Load Out” on assignment spreadsheet. This task involves helping the presenting 
teachers drop off their belonging at the front entrance or staff parking lot entrance of Pulaski. 
Teachers may need to double park with their hazard lights on to drop off materials before 
parking if coming through the main entrance.  
 

 Gather near the Pulaski main entrance or Pulaski staff parking lot entrance (assignment 
provided the day-of) to watch for Presenters that need to drop off items before parking. 
You are asked to aid Presenters with moving presentation materials from their cars to 
the Main Hallway and then to the classrooms. 

 Please note that most classrooms hold two presentations during the Workshop – Sessions 1 
& 2 and Sessions 3 & 4 – and are thus shared by two different teachers.  Due to this, 
Presenters may need some help gathering their materials in a corner of the classroom, so 
as to not create an obstruction for the other presenting teacher.  

 Please return to the front entrance upon delivering a Presenter’s materials so that you 
can continue helping other Presenters. 

 As necessary, please assist Presenters in moving items back to their vehicles from 
classrooms, hallways, etc. 
 
 

BREAKFAST ASSISTANT 

“Breakfast Assistant” on assignment spreadsheet. Volunteers assigned to help monitor the 



breakfast area (located in the Cafeteria, on the first floor) should:  
 

 Greet attendees as they arrive from the Check-In Area.   

 Throughout breakfast, ensure that the food remains stocked.  

 Also, ensure that the Cafeteria remains tidy and that garbage can contents are not 
spilling over onto the floor.  

 Help the teachers maintain an orderly flow through the service line. 

 At 9:00am, please start moving teachers from the Cafeteria into the Auditorium 
located on the first floor.   

 Volunteers who are in the breakfast area once teachers begin migrating to the 
Opening Session should dispose of empty containers, replenish drinks, and realign 
any tables/chairs that have been moved. 
 

 
RAFFLE TABLE 

“Raffle Table” on assignment spreadsheet. Presenters and Attendees will drop their tickets into 
the box for the prize they are interested in. Each prize has a different raffle box. 
 

 Some Attendees may receive multiple tickets 

 Draw winners at 12:00pm 

 Post winners by 12:30pm 

 Fill out winners document 

 Winners must sign document for prize 
 

 

OPENING SESSION GREETER/USHER 
“Opening Session Greeter/Usher” on assignment spreadsheet. Teachers are to enter the Auditorium 
through the first floor Main Hallway. Your assignment will include regulating the flow of people at 
the entrance of the Auditorium, as well as the following:   
 

 Greet teachers as they arrive at the Auditorium doors. 

 Assist teachers in finding seats (begin towards the front of the Auditorium and work 
back from there). Fill in front rows first. As teachers are finding their seats in the 
Auditorium, please encourage them to sit towards the middle of the row. The 
Auditorium can fill up quickly, however, so you may need to spot-check for open 
seats and point teachers in the right direction. 

 Close one set of doors about 5 minutes after the Opening Session begins.  If teachers 
arrive after the beginning of this session, please remind them to turn off their cell 
phones and enter the room quietly. 

 At 9:15am, please find seats close to the entrance so as to be available to late-
comers and people needing assistance. Please help open and shut the door quietly. 

 At about 9:20am, please return to the entrance to assist teachers as they leave the 
Opening Session and make their way to Breakout Session #1. Breakout sessions are 
located on the First Floor, Second Floor, and Third Floor.   
 

 
USHER 

“First Floor/Second Floor/Third Floor Usher” on assignment spreadsheet. Stand near the staircases 
to help direct Presenters and Attendees. Your assignment will include the following:   

 
 Helping locate various locations, including classrooms and bathrooms 



 Popular Locations: Breakfast (Cafeteria, 1st Floor); Opening Session (Auditorium, 1st 
Floor); Resource Walk (1st Floor Main Hallway); Bathrooms (by the staircases on EACH 
floor); Yoga Class (Gym; 1st Floor) 

 
 
PRESENTATION OBSERVATION 

“Presentation Observation” on assignment spreadsheet. As a presentation observer, you will have 
an opportunity to view a CFE grant-winning presentation.  The responsibilities of this assignment 
include: 
 

 At the beginning of the session, introduce yourself to the Presenter and help set up.  

 At the end of the session: 
 Help Presenters pack-up any presentation materials and please assist 

them in returning the classroom to its original condition. 
 Encourage Presenters of Sessions 1 & 2 to leave their presentation 

materials in the classroom (tidied and consolidated, preferably) and load 
them out at the conclusion of Workshop. 

 If a Presenter asks, please assist he/she in finding a Load-In/Load-Out 
volunteer to assist in transferring his/her materials from the classroom to 
the front entrance. If no one is immediately available, please try and 
assist the Presenter yourself or make note of this Presenter’s 
needs/location and ask the Volunteer Manager located at the Volunteer 
Check-In Table for assistance. 

 Complete a Volunteer Notes Form (located in your volunteer packet and available at 
the Volunteer Table), returning it to the Volunteer Check-In Table before leaving the 
event. 

 Please quietly exit the room if you need to leave the presentation before it ends. 
 
 
 

RESOURCE PARTNER CHECK-IN 
“Resource Partner Check-In” on assignment spreadsheet. Check in each Resource Partner 
participant by highlighting the complete name(s) of the representative(s) signing in. 
 

 Give each representative their packet, which includes a Workshop catalog, list of 
Resource Partner organization, a map of the Resource Walk, and a name tag (there will 
be blank name tags available, if necessary). 

 Direct the representatives to the Library on the Second Floor if they are participating in 
the Resource Partner “Lightning Presentations”. 

 Direct the representatives to the Resource Walk tables in the Main Hallway if they are 
participating in the Resource Walk (beginning at 11:05am). Explain that each organization 
has been assigned a table in the Resource Walk area. Each table has been labeled with a 
name tent and a map of where each organization has been placed will be located at the 
Resource Walk Check-In Table. 

 At 9:45am, use the provided map to set up tables and table tents for the Resource Walk 
in the Main Hallway. A CFE staff member and Main Hallway Manager will be there to 
assist with this set-up. 

 At 10:30am consolidate the Walk-In/CFE Info Table and Resource Partner Check-In Table 
to one.  

 


