
2024 PCNI Power of PFLAG Conference 
Volunteer Duties 
 
Set Up 7:00am–8:00am (6:30 if you are able) 
Setup- If this in in your job description follow Setup Guidelines (separate document) 
Breakfast 

- tablecloths on tables 
o Arbor Room - Hot beverage table 
o Founder’s Room - 4 food tables, 2 drink tables 

- work with caterer to set up breakfast 
Exhibitor Check In 

- Tablecloths on tables 
o Hallway – smaller ones for tables 5 & 6 
o Founders room – larger ones for tables 7-11 

- Give name tag and bag (lanyard for nametag in the bags) 
- Direct to Founder’s room 

Session Hosts during Setup 
- Unload water and distribute (do not take out of cases, can do this later) 

o Arbor room (1/4) 
o Founder’s room (1/2) – 2 tables 
o Gallery (1/4) – will have to figure out a table for this, use one of the classroom ones 

- AV Training – meet with Ray Waters to learn about AV equipment 
 
Registration 8:00am–8:45am 

- Name tags laid out on tables in alphabetical order 
- Help attendee find name tag and give bag 
- Day of registrations on left end of tables. 
- Lanyard for name tags in bag 
- Name tag folded in half so name appears on both sides 
- Direct problems/Questions to Planning Committee members 

o Registration questions, direct to Lex 
o Speaker AV questions, direct to Ray 
o Speaker other questions, direct to Kathy 
o Volunteer questions, direct to Kelly 

- Consolidate name tags to table 2 as you can 
- Tables 3 & 4 will be taken down as they get cleared to make room for photo op and message 

board 
- Message board in Arbor room during registration 
- Breakfast in Founder’s Room 
- Hot Beverages in Arbor Room 
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During Breaks and Lunch 
Registration/PFLAG tables 

- Handle any late registrations 
- Help people find stuff 
- Answer questions 
- Talk about PFLAG! 

Photo Op 
- Take people’s pictures with their phones 

 
Message Board 

- Try and keep people from walking off with markers 
- Put caps back on markers 

 
Breakout Sessions - Classroom hosts 

- Offer water to presenter(s) 
- If needed, remind presenter it is time to start 
- Keep time and give speaker reminders at 10 min and 5 min before end by holding up fingers 
- AV – there will be an AV person to help if needed 

o Advance slides if presenter asks 
- Communicate with Planning Committee member in charge of classrooms 

o Getting more chairs if needed 
o If you think room is getting too full 

 
Lunch 11:45am–12:15pm 

- Mostly traffic control 
o Direct people to correct table to find their lunch 
o Encourage people to get lunch and leave Founder’s room 

- Classrooms will have round table discussions 
- People not attending roundtables can eat in Arbor room or (if weather is good) on terrace 

outside Arbor room. 
- Exhibitors “closed” while people getting lunches 

 
Round Table Facilitator 12:15pm-1:00pm 

- Announce the topic (to make sure people are in the right place) 
- If needed, get things started (starter questions will be provided) 
- Try and keep topic from wandering too far. 
- Keep an eye on the clock and let people know when time is almost up. 
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3rd Break 1:00pom-1:15pm 
Clean Up Lower level 

- As soon as people are cleared after lunch 
- Take down posters, roll up and secure with rubber bands and give to Beth 
- Take down signs 
- Check for belongings 
- Pick up litter 

Starts Cleaning Upper Level 
- Start to pick up registration/PFLAG/Info tables 
- Take down posters, roll up and secure with rubber bands and give to Marcy 
- Take down wings and message board 
- Stop when time for Gay Men’s Chorus 

 
 
 
After last session 2:50pm-3:15pm 
Direct people where to go for walks 

- Be outside entrance to direct people (will tell you where day of) 
o Guided Hike meets 
o LGTBQ+ walk meets 
o Tram ride 

 
Final Cleanup – Start as soon as session ends, do not wait for room to clear 

- Roll posters and secure with rubber bands, Give to Kelly 
- Finish packing up registration/PFLAG table 
- Take down signs 
- Check for personal belongings 
- Pick up litter 
- Help Load vehicles 

 

We must be completely out of space no later than 3:30! 


