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GREATER AUSTIN REGIONAL

SCIENCE AND ENGINEERING FAIR (GARSEF)

0 A Program of the Austin Science Education Foundation

Volunteer Duties & Responsibilities

We move volunteers as heeded to keep things running smoothly
Please stay flexible, as roles may shift throughout the day

Fair Set-Up (Tues)

Unload U-haul and deliver supplies to areas where needed

Organize table project tags and registration cards

Set out and tape down JR/SR table project tags and end of table labels

Move T bar poles next to exhibit hall tables and velcro JR/SR category and sponsor signs
to them

Attach 1st, 2nd, 3rd plates to the SR division trophies and set up trophies on stage

Set up stanchions and signs around Palmer

Set up Social Media photo booth

Set up Sponsor banner in entry

Set out Volunteer name tags and t-shirts and prep Volunteer area

Set up Display and Safety tables with supplies needed for check-in as well as tables for
students/teachers to fix issues

Set up Registration binders and hang up registration signs

Judging Room Set-Up (Tues)

Bring all Judging room supplies upstairs

Judging Room Set-Up (Wed )

Set-up and organize clipboards

Set up badges

Set up tables with supplies at the ‘Judge Check-in"

Set up volunteer table(s) with supplies inside the Judges room
Set up supplies and category signs on judges tables

Information Booth (Wed-Sat)

Main location for parents, students, and teachers to ask about project locations,
schedules, and general information.
Central point for emergency communication and coordination.



Volunteer Registration (Wed-Sat)

e Checkin volunteers and confirm their shifts.
e Provide badges and direct them to assigned areas.

Registration Area (Wed-Sat)

e Registration Runners
o Help unload projects from vehicles and direct drivers to parking.
o Guide students to the correct registration line.
o Deliver project boards to Display & Safety after processing at Registration
o Report any issues to the registration coordinator.

e Registration Check-in
o Check-In student in School Binder
o Check for project number match
o Direct to Display and Safety

Display & Safety (Wed & Fri)

e Check-In: Students, teachers, and parents bring boards and paperwork for
approval and stamping.

e Fix-It Tables: Supplies are available for students to make required changes.

e Photo Printer Station (across from fix-it tables): VVolunteers print photos of items that
must be removed from projects, allowing students to replace them with images.

Display & Safety (Thur-Sat)

e Check-In: Most projects should already be approved; assist with any remaining check-ins.
Judging Room Volunteer (Thur & Sat)

e Judge Reception Table

o Checkinjudges, provide badges, and direct them to the Hospitality Room.
e Judging Room Volunteers

o Setupjudging room

o Assist Judge Coordinator

O

Help judges find assigned projects
Monitor judges and answer questions
Keep judging teams on track

o O O

Manage clipboards and judging forms

O

Transition set up to Junior Division
o Organize abstracts



Judging Room Volunteer ( Fri)

e Transition set up for ELEM Judging

General Volunteers -

e Door Monitors (Wed & Fri)-Gen Vol

Stationed at Exhibit Hall door near Display & Safety.
Check boards for APPROVED stamps.

Send unapproved projects back to Display & Safety

o

o

O

o O O

Direct or guide students, parents, and teachers to their category.

One or Two Volunteers need to remain at the door to assist as needed.

Help teachers who have many project boards set up in the exhibit hall.

e Door Monitors (Thurs & Sat) - Gen Vol.
Assigned to specific Exhibit Hall doors

o

o

o

Doors open 25 minutes before judging; keep closed during judging.

Monitor doors- only authorized individuals may enter:

Students being judged (via west or airwall doors)
Judges actively judging (via airwall door)
GARSEF Staff
Ensure students remain in the Exhibit Hall.
No food or drink is allowed in Exhibit Hall
Airwall Door Monitors
e Thursday (JR/SR): Inform teachers/parents that students exit
through the airwall after judging.
e Saturday (ELEM): Inform parents that student names will be
announced from the stage in the Awards Hall.
e No re-entry during judging to pick up boards or materials.
Students must exit through the “airwall door” only

e Hall Monitors (Thurs & Sat) - Gen Vol.

Before Judging

o

O

o O O

Walk the aisles so judges and students can easily find you.

Help parents and students locate their projects.

Give directions as needed; ask at the Information Booth if unsure.

When parents are dismissed, direct them to the Awards Hall.

Note: A parent or aide may stay with a student during judging if they have a
badge.



e During Judging

o Ensure no food/drink is in the exhibit hall during judging.

o Monitor to ensure that only people with badges (Students, Judges,
Volunteers, Staff, Press and invited Observers) are allowed in the exhibit
hall while judging is in progress.

o Double-check all projects are judged before awards.

o Assist with safe zone setup before the Awards Ceremony.

o Escort elementary students to/from restrooms, leave Restroom Break
cards at their project (Sat)

o Escort students from Ribbon Distribution Volunteers to Stage
Escorts/Monitors

o Report any issues to the Volunteer Coordinator.

Bathroom monitors
o After parents are dismissed, check bathrooms ensure there are no adults present.
Direct parents to the bathrooms in the hallway between Display & Safety and the
Awards Hall
o Stay stationed outside the bathrooms
o Ensure no parents enter during judging
o Periodically check that students aren’'t congregating inside

Category Monitors (Thurs) - Gen Vol.

o Monitor your assigned 2-3 categories (see Hall Monitor Instructions) and
remain visible at all times
o You'llreceive a text from the Assistant Fair Director when a category is ready to

release.
o When Releasing Students
m Tell students they may leave:
e Take electronics (laptop, iPad, etc.).
e Leave project boards until after the 7pm award ceremony (unless
they are not returning).
e Exit through the airwall into the Awards Hall.
m Students in other categories must stay by their boards until their
category is released.
o Second Tier Judging (Best of Fair).
m  Some projects may advance. The Fair Director will notify students or text
you the project number.
m If youreceive a project number:
e Inform the student they are advancing.
e Have them gather items and prepare to move their project.
e A volunteer will assist with moving it to the Second Tier Judging
Area.
m Stay with your assigned categories until all are released.



m Ensure all students have left your category rows before you leave.

Awards Ceremony - ELEM (Sat)

Line students up to prepare for the stage.
Assist students as they go on stage.
Distribute special awards off stage.

Help reunite students with their parents.

Awards Ceremony Assistants-Jr/Sr (Thurs Only)

Assist students on and off stage.
Help with awards distribution.
Pack remaining awards not picked up.

Elementary Set-Up (Fri)

Transition to Elementary Setup

Move leftover JR/SR projects to one corner of the hall.

Remove JR/SR table tags and end-of-table labels.

Set out and tape down ELEM table tags and end-of-table labels.

Remove all Category and Sponsor signs from T-bar poles; move signs and all but four
poles to the back of the Exhibit Hall.

Attach ELEM Grade signs to T-bar poles at the correct tables.

Clean the stage area and center ELEM trophies on the stage table.

Remove VIP and Student Reserved Seating signs from stanchions; store signs and clips
behind Stage Right and open those areas for seating.

Take down Teacher Appreciation Area signs and set up Exploring Science signage.
Clean and prep the Social Media Photo Booth area.

Restore the Volunteer Area, tidying name tags and supplies as needed.

Prepare Judging Area for Elementary setup.

Update Display & Safety signs for Elementary.

Replace Registration binders and signs for Elementary; set out boxes of registration
cards.

Elementary Exhibit Hall Project Set-Up (Fri)

Help students/parents/teachers properly set up their displays
o Individual set-up
m Stationed at Exhibit Hall door near Display & Safety.
m Check boards for APPROVED stamps.
m Direct students, parents, and teachers to their category.
m  Remain at the door to assist as needed.



o School Group Set-Up
m Stationed at Exhibit Hall door near Display & Safety.
m Engage with groups of five or more.
m Checkall boards for APPROVED stamps.
m  Walk with groups to assigned locations and assist with board setup.

Ribbon Distribution During Judging (Sat Only)

Obtain box of ribbons from GARSEF Staff Member
Stand in the aisle with a box of 1st-3rd place ribbons; spread out evenly.

Judges will bring students to you after judging.

Give ribbons as directed by the judge — each team member receives one.

Some judges may prefer to hand ribbons to students themselves.

After ribbons are given, ensure students are escorted by a hall/floor monitor to chairs
near the air wall.

Restock ribbons at the distribution area when supplies run low.

Contact the Volunteer Booth for any student issues.

Maintain high visibility, especially during Elementary Divisions, to ensure order.

Notify the Information Booth immediately in case of emergencies or major issues.
Stage Escorts/Monitors (Sat Only)

e Escort students in the exhibit hall to the chairs by the air wall.

e Seat students in chairs until their turn to go on stage.

e Monitor to ensure that students stay seated until they are escorted to the stage
e Help students on stage to announce their names and wait for parent pickup.

Exploring Science Exhibit Area (Sat Only)

e Hands-on science activities for elementary students and parents
e Sponsored by community organizations
e \olunteers:
o Monitor student flow throughout the Exhibit area; ensure students are
accompanied by an adult.
Assist exhibitors who need help with their activity or demonstration.
If an exhibitor takes a short break, monitor their booth until they return (do not
conduct demonstrations).
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