Computer Help Day

Set-up Tasks

1. Use Supply List to confirm all supplies are at venue
2. Inflate and set up balloons (optional)
a. red, yellow, orange

b. Tie about ten together so that they are one long string (and float up higher). Attach the long strand outside the venue

c. Attach individual balloons at entrance and around the room.
3. Set up food 

a. Put plastic tablecloth over table
b. Set food, cutlery, plates, napkins, etc and water pitchers on table
c. Put trash, recycling and compost (where available) near food service table
4. Put up signage

a. “Computer Help Day” paper signs taped outside venue and on door. You can hand-draw directional arrows on the signs.
b. For larger venues: “Volunteer sign-in” paper sign taped to wall as soon as you enter venue door. Hand draw directional arrow.
c. For larger venues:  “Computer Help Day” paper signs with directional arrows in corridors/ elevators, etc.

d. “Please sign in” in plastic stand on registration desk.

5. Registration and sign in set-up

a. Volunteer waivers, Participant sign-in sheets on same clipboard or set in a conspicuous place on the registration table.

b. Pens and Sharpies on table.

c. Put Volunteer list on clipboard. This will be used to contact volunteers who have not showed up.

d. Nametags separated. If using color-coding, separate bilingual from monlingual tags and make a sign. 

e. Put small trash can near nametags for back of stickers.

6. Prepare tutoring area
a. Make sure all computers are turned on and connected to Internet

b. Navigate to www.GetConnectedToday.com homepage

c. Put “Checklist for Computer Tutors,” “Checklist for Broadband Subscription” and other worksheets at computer stations

d. Place pens and scrap paper at workstations.

e. If there is a wipeboard, put www.GetConnetedToday.com on it

7. Prepare repair area

a. Set up workstations with two chairs, surge protector, monitor, mouse and keyboard at each workstation
b. You can usually place additional workstations at the end of each table, not just the middle.
c. Put “Problem Diagnosis” forms on clipboard for Repair Manager

Computer Help Day

Clean-up tasks

1. Take down all signs. Put the smaller signs in the plastic folder marked “signs.”

2. Take down all balloons. Please give away as many balloons as possible at the END of the event.

3. Make sure food area is clean. You may need to separate recyclables, compostables and trash. Put leftover food in plastic bags and offer to host organization.

4. Take tablecloths off of table(s)

5. Check the computer workstations, registration area, bathrooms for cleanliness and left over papers. The host may want leftover worksheets and information sheets.

6. Take a trash bag and pick up any papers or trash that is directly outside the door.

7. Put all volunteer sign in sheets, volunteer waivers, participant surveys, and participant sign in sheets into plastic folder or big self-addressed envelope.

8. Separate Access Now supplies from host organization’s supplies.

9. Use Supply List to confirm that you have packed everything.

