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AC20 Room Host and Badge Scanner Roles and Responsibilities
A Room Host / Badge Scanner’s role will be to welcome participants; scan participant and speaker badges for sessions; distribute any printed session materials (if any); assist the Track Facilitator and/or speakers with logistics as necessary; and scan participant and speaker badges as they leave each session.  

To sign up to serve as a volunteer:  please go to this Sign Up Genius site to select your track, lunch, breakfast or tour(s):  https://www.signupgenius.com/go/4090e48a8aa2ba3f94-cwea18

Room Host / Badge Scanners
One track can cover:
· An entire day (composed of five - six 50-minute slots/sessions),
· A morning (composed of two - three 50-minute slots/sessions) OR
· An afternoon (composed of two – three 50-minute slots/sessions).
Pre-Conference - Room Hosts are asked to:
· Volunteer to serve as a Room Host and select their specific Track(s) on the Sign-Up Genius site.
· Register and pay for the conference.  It is required that Room Hosts register and pay to attend the conference.  Registration will open on Tuesday, January 7, 2020.  
· Review information about your sessions here.
During the Conference - Room Hosts are asked to:
· Upon arrival to the conference:
· Pick up your conference materials (name badge and onsite conference guide) from the Conference Registration Area.

· Consider attending one of the Host, Greeter and Badge Scanner Training Sessions with light Breakfast offered each morning on Wednesday, Thursday and Friday in A18, Reno-Sparks Convention Center (not required):  
· Wednesday:  7:30 am – 8:20 am with quick training at 7:45 am (opening general session starts at 8:30 am)
· Thursday:  7:30 – 8:20 am with quick training at 7:45 am (sessions start at 8:50 am) 
· Friday:  7:30 – 8:20 am with quick training at 7:45 am (sessions start at 8:50 am)

· Prior to the first session within your track:
· Twenty-five minutes before the start of your track or session, stop by the Volunteer Desk next to the Conference Registration Desk in the Registration Lobby of the Reno-Sparks Convention Center to pick up your Event Info Form (if you haven’t picked it up previously at one of the training sessions offered onsite) and badge scanning device.  
· Please be prepared to provide a mobile phone number (if you haven’t provided already) at which you can be reached during the conference.  
· The Event Info Form provides you info on the track location, time, sponsors, speakers and who to contact if you run into any problems.  
· Arrive to your track or session, 20 minutes before the start to meet the speakers and Track Facilitator.
· Check in with the speakers and Track Facilitator to see if they would like you to assist with any logistics during the session and scan their badges.  
· These logistics could include helping with participant activities or adjusting the lighting in the room during the session.  Be prepared to operate the lighting by identifying the location of light switches and method of operation so lighting can be dimmed for showing audiovisuals or brightened for participant activities.  Do not turn off all lights since some participants may be taking notes.
· Starting 15 minutes before the start of your track or sessions, greet participants as they enter the session room, scan their badge and distribute session materials (if any are printed).  
· Most sessions will have slides/handouts available through the conference app or website and will not have any printed materials.
· Please scan all speaker and participant badges to also track attendance numbers – even if the person does not desire or need contact hours.  
· Please check to see that everyone entering the session has a name badge.  If a person is not wearing a name badge, please ask them to put it on or visit the Registration Desk to register for the conference.  
· The 2020 conference is a joint CWEA and NWEA conference, but NWEA participants must also register/pay to attend CWEA’s technical sessions on Wednesday, Thursday and Friday.  
· If you are experiencing problems with the audio-visual equipment, please contact the assigned staff person as listed on your Track Info Form by text.  
· If you are experiencing problems with the badge scanning device, please contact the assigned staff person as listed on your Track Info Form by text.  For questions regarding badge scanning in advance of the conference, please contact Carol Harris, CWEA Member Services Manager at CHarris@cwea.org or (510) 382-7800, ext. 110.

· At the start of the session:
· Once the session starts, close the doors to the room and sit just inside the door to prevent the doors from being a distraction as participants enter and leave.  It is ok for participants to come and go if they are quiet and not a distraction.  
· If the room’s lighting is dimmed, please assist a newcomer to the closest available seat.
· In some cases, two 25-minute presentations make up one 50-minute session.  In these situations, participants should be present in the session room the entire 50 minutes to get contact hours for both 25-minute presentations.

· During the session:
· Whenever a speaker or participant exits or enters the session room (even if to visit the restroom or take a phone call) up until 10 minutes before the published end of the session, scan their badge.
· Participants who insist on leaving the room before the presentation has concluded should be informed that they may not accumulate the 50 minutes needed for a contact hour if they exit. Encourage participants to attend to personal matters during the scheduled break times.  

· Between sessions / during breaks between sessions in a track:
· It is necessary to scan participant and speaker badges in and possibility out for each session that makes up a track.  
· Scan participant and speaker badges as they enter or exit the room.  
· Some participants and speakers may choose to remain in the room or in their seat instead of leaving during the break.  The badges of all participants and speakers will need to be scanned in and out from each session to ensure contact hour credit.  
· Since breaks between sessions in a track are only 20 minutes in length – as a volunteer, either take a quick break during a session or a very quick break during this time.  
· An Expo Badge or CWEA staff person will come by to change the settings on your scanning device so that it matches the next session in the track.  

· At the end of the track:
· Return the badge scanning device to the Volunteer Desk following the track.  Your badge scanning device will be needed by others so please remember to bring it back to the Volunteer Desk promptly!
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