VOLUNTEER ORIENTATION RECAP

An overview of the upcoming conference schedule, venue details, and volunteer roles, emphasizing
the importance of familiarization and preparation for all participants.

Agenda

* Conference Schedule
* VVenue map

* Onsite

* Overview of Roles

* Conference App

* Wrap up

General Conference Schedule

MI-ACE
2625

Conference Schedule
TUESDAY WEDNESDAY THURSDAY FRIDAY
Golf First Timer Breakfast Annual Business Thomas Newhof
Lighthouse Tour Sessions Meeting/Breakfast Leadership Breakfast
Opening Reception  Exhibit Hall Sessions Sessions
and Trivia Fuller Lunch Prize Drawings

W.0.W.

Lawn Party

Networking

Dinner




Venue Layout

Abbey Patio

St.Clair B: Registration

Outside St. Clair B: Membership Table

Lake Huron B: General Session and Breakout

Lake Huron A: Exhibits, Annual Business Meeting, Fuller Lunch
Grand Ballrooms 1 and 2: Breakouts

Abbey Patio: Thursday Night Lawn Party

Volunteer Roles and Procedures

The roles and responsibilities of moderators, door attendants, registration assistants, and
membership table staff were outlined. She detailed the process for printing badges, handling
ticketing, and distributing T-shirts.
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Volunteer Roles

* Moderator

* Door Attendant

* Registration

* Membership Table




s a Door Attendant,

Volunteer Instruction Sheet — Session Moderator
ik You for Volunteering at MI-ACE 20251

A\ MICHIGAN SECTION

wironment,
guldelines carefully.

POSITION TITLE: Session Moderator
POSITION SUMMARY:

\ ensuring
Youare the

RESPONSIBILITIES

« Callthe session to order on time and welcome attendees.
Introduce your room monitors and thank them publicly.

Announce the location of restrooms and emergency exits.

Remind attendees to silence their cell phones.

i talki

cec
Fallure to do both will void CECs.

Ensure that sessions do not start early.

Announce scheduled breaks and lunch times clearly.
Ensure accurate timing using room clock or podium timer.
‘Thank each speaker and wrap up the session on time.
Announce the session check-out code at the end.
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A MICHIGAN SECTION

e Wato Wik Assoiation

Volunteer Instruction Sheet - Door Attendant
Thank You for Volunteering at MI-ACE 20251

to prepare for your shift.

POSITION TITLE: Room Attendant
POSITION SUMMARY:

RESPONSIBILITIES
‘General Sessions and Breakouts

Before the Session:

o Create awelcoming and professional environment.
° v

o Check badge types to verlfy valid attendance.

° assistance (for CE
credit/tracking).

During the Session:

° quietly
© Monitor traffic at the door and manag flo
© Adjust or replace signage if needed.

 After/Between Sessions:

© Help manage transitions between sessions.
© Keepan eye out for room needs or attendes concerns.
o Be ready to assist with last-minute adjustments or questions.

VENUE BASICS
Sessions are in Lake Huron Hall Band in Grand Ball-ooms 1 &
Conference Registration: Located inthe . Clir B
Restrooms: L i

case of emergency.

Breaks:
© Wednesday — Exhibit Hal in Lake Huron Hall A
- Thursday and Friday  Concourse outside St.Clair B /Lake Huron Halls

NOTES (For On-Site Use)

Shift Time:

Thank you for

a high-quality experience for our attendees and presenters.

Annual Business Meeting

« Create a welcomingand professional environment.
« Checkbadge y (
o Ifmember give a voting card

« Direct everyone toincluded breakfast

Fuller Awards Lunch

« Create a welcoming and professional environment.
. i i fstrat Clair Room B

VENUE BASICS
« Conference Registration: Located in the St. Clair B
« Restrooms:

emergency.
Breaks:

© Wednesday — Exhibit Hallin Lake Huron Hall A

= Thursday and Friday — Concourse outside St. Clair B /Lake Huron Halls

SHIFT TIMING NOTES.
 Volunteer shft times are lsted below.

in case of

NOTES (For On-Site Use)

Shift Time:

Moderator Name:

Thank you again for your service to MI-ACE 20251




Volunteer Instruction Sheet — Registration Assistant
Thank You for Volunteering at MI-ACE 20251

while helping each person check i quickly and efficiently.

POSITION TITLE: Registration Assistant

POSITION SUMMARY:

Inthis role, y
ek

RESPONSIBILITIES

« Applyany
yellow)

« nsert the badge nto a badge holder.

+ Tickets will print accordingto st under “Tcketed verts”
Hand iot,

they haven

the Help Desk.
« Encourage attendees to download the conference app.

KNOW THE BASICS.

FULLER LUNCH

« Breaks:
© Wednesday - Exhibit Hallin Lake Huron Hall A
Cla

wes

Volunteer Instruction Sheet - Membership Table
Thank You for Volunteering at MI-ACE 20251

informative.

Conference App Update Instructions

The conference app remains unchanged from the previous year but does require attendees to
manually update it before the event. Key features of the app, including floor maps, registration, and
attendee information were outlined.



Conference App

Sea o
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Android Users:
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Events Manager
Menu ' lnfo

First Name*

! Rebecca @
Mynamers Rebecca Chesnut, CMP
Last Name* Events Manager
MI-AWWA
Chesnut This Is You!
Agenda Materials rofil esn (s

Honors(AReriieshs Contactnfo  Related My notes

(@) [ e &, Phone: 517-292-2912 x 107
Company & rebecca@mi-water.org
2/325 19 MLAWWA
. Owner of Pepper the Bird who attends many a
=

Phone Zoom/Teams meeting.

5172922912 %107

Alt Phone

To update profile information:

¢ Press the three lines in the upper right-hand corner

e Fill in or remove your personal information

o Confirm the “share” and “account settings” are displaying only the information you would like
shown



Thank You!

11JUST LOVE
VOLUNTEERING

-
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Additional Information

« Responsibility Sheets: Will be emailed prior to the conference. Please review and contact
Rebecca with any questions. Copies will also be available onsite.

« Registration Area (St. Clair B): Main location for information and assistance.

« Venue Familiarization: Upon arrival, take time to note the locations of event rooms,
restrooms, and beverage stations.

« Volunteer Schedule: A copy will be available at Registration if you need to confirm your shift
time.

Please contact Rebecca at rebecca@mi-water.org if you have any questions or need to change your
volunteer time.



mailto:rebecca@mi-water.org
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