	Number of months prior
	The following should be carried out, at the latest, by the number of months prior to the conference as indicated in the margin.



STUDENT VOLUNTEERS COMMITTEE
	Note:
	· The chairs of all committees will meet regularly with the Conference Co-chairs.


	Number of months prior
	The following should be carried out, at the latest, by the number of months prior to the conference as indicated in the margin.

	30-26
	· 

	25-24
	· 

	23-20
	· 

	19-18
	· Recruit committee members; invite those who work well with students and are interested in planning students assistance for all areas of the conference
· Begin to draft a budget; consider t-shirts (or uniform), gifts (or community service hours), transportation, food, etc.

	17
	· Edit / revise budget; conference with Finance, if necessary

	16
	· Edit / revise budget; conference with Finance, if necessary

	15
	· Finalize budget and submit to Finance

	14
	· 

	13
	· Liaise with Facilities & Equipment committee to arrange for a room to be assigned as headquarters for student volunteers

	12
	· Observation of current conference; connect with chair of Student Volunteers to discuss scheduling, how students were selected, etc.

	11
	· 

	10
	· Liaise with other committee chairs to determine student assistant needs; ask for a brief description of job(s) and abilities required

	9
	· 

	8
	· Receive requests for student volunteers; consider teacher candidate volunteers; request job descriptions and necessary qualification (e.g. use photocopier, set up IWB, etc.) 

	7
	· Draft a letter of permission for volunteer work for student assistants; consider community service hours if outside of the school day

	6
	· Finalize letter of permission for volunteer work for student volunteers
· Liaise with Facilities & Equipment and Program committees to draft schedule and assigned tasks for student volunteers based on committee needs (e.g. assisting speakers in carrying materials from parking lot to workshop rooms, collection of tickets, set up and transportation of AV / technology equipment for workshop rooms, etc.); NOTE: schedule different groups of students on different days

	5
	· Liaise with Hospitality and Exhibits committee to arrange sponsors for costs associated with student volunteers (e.g. snacks, t-shirts, meals, etc.)



	4
	· Recruit student volunteers from local high schools, Faculties of Education; for high school students, send letter of permission as well as field trip forms and the required insurance forms home for signature; NOTE: recruit different students for each day

· Collect signed student volunteer forms from students and keep on file for conference
· Liaise with Hospitality and Promotions re snacks (include water bottles) and lunch for students; arrange for these to be delivered to student volunteers headquarters
· Liaise with Promotions to confirm number of t-shirts and sizes required for student volunteers

	3
	· Collect signed student volunteer forms from students and keep on file for conference

· Send letters of confirmation to the students who volunteered
· Revise schedules, if necessary

	2
	· Collect signed student volunteer forms from students and keep on file for conference

· Send letters of confirmation to the students who volunteered
· Liaise with Facilities & Equipment chair to create schedule for student volunteers (Excel spreadsheet created by Facilities chair), specifically assignments per workshop room; ensure a few student volunteers are assigned to be “runners”
· Arrange for transportation of student assistant to and from site (ensure that students arrive before, presenters and publishers and stay until after they leave each day)

· Prepare individual schedules for student volunteers

	1
	· Collect signed student volunteer forms from students and keep on file for conference

· Send letters of confirmation to the students who volunteered

· Liaise with Program & Speakers and Hospitality committees regarding snacks and lunch for student volunteers
· Prepare packages for individual student volunteers, including:

· t-shirt
· name tag

· job description

· individual schedules

· map of hotel / building(s)

· thank you letter or card

· Liaise with Program to collect copies of workshop descriptions and presenter bios for student volunteer (presiders); ensure a master set is kept by the chair
· Liaise with Program committee to coordinate student volunteers for loading / unloading of speaker/exhibitor materials/equipment

· Liaise with Facilities & Equipment chair to finalize schedule for student volunteers (Excel spreadsheet created by Facilities chair)

	1 week before
	· Hold training sessions at school(s) / site

	1 day before
	· Student volunteers post signage / posters, set up AV / technology equipment in workshop rooms, assist exhibitors and speakers with unloading and storage of materials

· Distribute student packages, including workshop presenter bios and descriptions for student volunteer presiders 

	0
	· Provide student volunteer presiders with workshop presenter bios and descriptions for assigned sessions
· Ensure student volunteers are available to assist exhibitors in the set up and tear down of exhibits

· Post master schedule in student volunteers headquarters; reassign student volunteers as necessary

· Monitor student volunteers; use walkie-talkie, when required

· Deliver water bottles to speakers
· Liaise with committee chairs to determine if any additional student volunteers are needed based on issues that arise

	-1
	· Complete a report on the functioning of Committee for the conference co-chair

· Include recommendations as required for the next Student Volunteers Committee 
· Send letters of appreciation / reference  to student volunteers 
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