LIFE Exhibition On-site Volunteer List Template

The template below can be printed off and photocopied for each day, or can be amended before printing (an electronic version is available).  

Please note the following:

· The suggested roles are based on our previous experience, but you may find that in your location you require different or other roles.  Please be flexible.

· The list defines roles, but in some cases, it is quite acceptable for one person to do more than one role, e.g. a café worker could also do the ‘meeting and greeting’, or the overall Team leader could also be timekeeper.

· Regarding specific numbers, you should be thinking broadly in terms of:

· 3-4 group leaders who are used to interacting well with children
· 1 technically confident and competent person to control particularly the PDA areas

· 3-4 others to cover other responsibilities    

· Other roles in the planning and preparation e.g. Schools Liaison, Publicity etc, should not be overlooked.  This list refers to actual exhibition open times.
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Date

	No. Required
	Role
	Main tasks
	MORNING
	AFTERNOON
	EVENING

	
	
	
	
	
	

	1
	Meet and greet
	· Meet and Greet

· Coats and Bags

· Front door steward


	
	
	

	1 or 2
	Intro Leader and
Cafe Session Leader


	· Lead Intro session

· Lead Café plenery session


	
	
	

	3
	Group Leaders


	· Lead school/evening groups through Z1-3


	
	
	

	2
	Café Workers


	· Serve Café refreshments


	
	
	

	2
	General Help/Assistance


	· Ad hoc help and support as required


	
	
	

	1
	Overall Team Leader



	· Overall decision making

· Issue resolution


	
	
	

	1
	Timekeeper
	· liaise what time school party needs to leave

· timing between zones,
timing into Z4/café etc


	
	
	

	1
	Technical worker


	· Intro DVD operator

· handing out PDAs
· printed handouts
· PDA support/

trouble shooter

· Zone 4 operator
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