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STUDENT VOLUNTEER RESPONSIBILITIES

TIME: All Student Volunteers are required to arrive at their session room 15 minutes before their scheduled session time. 

DRESS/CONDUCT: Professional/Business

REGISTRATION:  All Student Volunteers should pick up registration materials at the main registration area upon arrival at the Huntington Convention Center of Cleveland, Cleveland, OH.  Your Student Volunteer packet will be available in the AFS Speaker Ready Room – Room 13.  The AFS Speaker Ready Room will be open 12:00 – 5:00 pm Monday, April 20th and 7:00 each morning thereafter.
STUDENT VOLUNTEER RESPONSIBILITIES
The primary responsibility of the Student Volunteer (SV) is to provide AFS with written documentation of the technical and management sessions (attendance, authors, critical issues, etc.) and assist the session chairs as needed. The SV should be available to help in any way needed to ensure a smooth and professional operating session. All Student Volunteers should attend the author/session chair breakfast the morning of your scheduled sessions to meet with the session chairs and authors.  Among other activities, there are two primary responsibilities:

ATTENDANCE: The SV will be stationed at the session room entrance 15 minutes before the session to act as greeter.  During the session, the SV should hand count all session attendees to obtain session attendance.  It is vital to take the time to count accurately using the procedures below. 

SESSION DOCUMENTATION: The SV is responsible for documenting the session through the Session Information Sheet (Green Sheet). The Green Sheet should be filled out completely and returned to the AFS Speaker Ready Room (13) after each session. This is the only formal record we have of what happens in the sessions, so full documentation is vital.  

SCHEDULE
BEFORE SESSION:

· Attend the author/session chair breakfast the morning of your scheduled sessions to meet with the session chairs and authors. 

· Obtain a Congress program for your session—know your assigned sessions thoroughly. 
· Check room setup— know the room lighting system location and operation. Each session room should be equipped with:

1. Proper session sign outside of session room. 

2. Lavaliere and table microphones. 

3. Computer, projector, and remote control with laser pointer. 

DURING SESSION:

· Assist session chair as needed. Assist in keeping the presentations on time. Signal the session chair if speaker is running overtime.

· Accurately count attendance for each speaker’s presentation. A count should be taken after each speaker has started his/her presentation. Count full audience, including session chairs, all speakers and anyone else on the platform. Assure accuracy. Re-counts may be necessary in the larger sessions to maintain accuracy. Walk down side aisles if necessary.

· Fill out Session Information Sheet (Green Sheet) form completely—Date, time, division, paper numbers, session chair, attendance, etc.

AFTER SESSION: TURN GREEN SHEETS IN TO AFS SPEAKER READY ROOM.  MAKE SURE ROOM IS CLEAN AND READY FOR NEXT SESSION.
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