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October 20, 2019

Volunteer Job Descriptions

Information Booth – Laura Trenton
Answer questions and direct inflow of Participants/Photographers/Timers, etc. at the entrance to Boyd at the Parking Lot


Volunteer Co-Ordinator – Karen Ritson
Ensure that Volunteers get:
· Volunteer Shirt or something else?
· Snack (Banana, Apple, Cookies) 

Student Volunteers (SV) will be coming via one bus from Volunteering Peel. They generally have a ‘Lead Volunteer’ or co-ordinator who will make contact with you. We are anticipating 40+ SV from Volunteering Peel.

They should be broken down in the following configuration: (We generally try to keep them in pairs or even numbers (i.e. with their friends), but if there are 3 that want to stay together use your discretion)

Race Kit Pick Up:  - Laura Dale
4 – SV 

Food Station: - Rita Singh
2 - SV

Zone 1: - Kelly
16 SV for Kelly in the basin
Brian Patteson + AOP Sorority for Waterstation

Zone 2: - Val
Yanna + 8 SV Waterstation #2 + 2 SV Marshals

Start/Finish Line – Mark & Laura Trenton 
2 – Unwrap Medals

Start/Finish Water Station – Laura Trenton
2 SV – Make Gatorade and do trash.

VIP Tent  Karen


Race Kit Pick-up – Laura Dale
Co-ordinator plus 4 Student Volunteers

Bibs are organized in alphabetical order.
They will arrive with the Timer at approximately 7:30
Break them down into the 4 shoe boxes provided. 
Spread out over 2 tables.
Organize Shirts/Hats behind workers
Place Saftey Pins and Zip tags next to Bibs

Ask person’s name. 
Retrieve Bib.
Confirm Details:
· Name
· Race 10K = Maroon Bib; 5K = GREEN Bib; 2K – Maroon Bib
· Shirt Size
· 2K participants get a HAT ONLY 
Retrieve Shirt or Hat
Ensure person takes 4 safety pins to secure their bib to the front of their shirt (so the photographer can identify them) and one zip tie for their baggage tag. 

Race Day Registration – 
Get Participant to sign form – address is important. 
Cash, or credit $65.
Co-ordinator will need the Square App on their phone. https://squareup.com/ca/en/app Mark will provide log in details. 
This Information needs to get to Timer 

Once all races have started return unused timing chips and any Bibs with Chips to Timer

If sizing of shirts are wrong, ask the person to come back after the start of the race and we will exchange. 

Familiarize yourself with the location of washrooms, Water and Gatorade station, Massage, After race food.

VIPs will have their own tent and should have had their bibs and shirts pulled already for pick-up at that Tent.




Parking Lot & Entrance – James Buffin
Place Marshals at first Parking Lot Entrance Gate.  Ask whether they incoming car is here for the race. 

If NO, have car parked in lot closest to the road. The park is ‘closed for the season’ and there is no vehicular access except for participants in the race. The general public may still walk in the park.

If YES, have car advance up road to Info Booth and entrance to Parking Lot. They will be directed by the Parking Lot Entrance Marshal.

Parking Lot Entrance Marshal will direct car into the Parking Lot. Marshals to park cars evenly and as close together as possible. 


CYCLISTS – Warren
Craig Coblentz - Lead
Chris Ouslis – Sweep
Rob Witchel
Abdul Alhesayen


Look for Warren he will be near the Start Line Arch
Briefing at 8:45

Photographers – Mark 
Lindsey Ryder & Photographer Warren (?)
They can be directed to the Start/Finish area. 


Timer - Laura Dale, Mark or Warren
Speed River Timing. 
They can be directed to drive down to the Start/Finish Area
Bibs to Race Kit Pick-up under Hut


Buses - Karen
When the Volunteer bus arrives from John Fraser, direct them to the Start/Finish Line 
Once Volunteers are unloaded, pass off to ???? direct
The Buses will make a loop carrying participants down to the basin,
Additional information in Separate Bus Itinerary & Schedule

Bag Check – Pat Kendle
Co-ordinator plus 2 student Volunteers

The participants all have a unique number and a baggage tag attached to their bib.
Ensure that this tag is firmly affixed to their bag.

BIB#”s 1 – 200 – 10K participants. 
BIB#’s 201 – 300 – 5K participants. They start and finish first. 

Place bag in truck. Try to keep some semblance of order, as it will be easier to retrieve when participants begin to pick them up. 
Hand out bags based on bib number.



Start Line Water Station – Mark/Laura Trenton
Co-ordinator + 2 SV

Will be in charge of mixing Gatorade and filling cup for Participants
See Water station procedures.

Start/Finish Lines – Terry Slattery
Co-ordinator plus 6 Student Volunteers

Set-up “Easels” for start/finish lines as per diagram.

Set up table for finishers medals
All medals are the same.
Medals should be unwrapped
Cone as needed as per diagram 


Accommodate timer for easy access to start/finish lines
They will have a tent/table set-up


Water Station (#1) – Brian Patteson
Co-ordinator plus 8 student volunteers

See detailed directions in Water Station Kit for Mix instructions:

Set-up tables as per diagram, well off the path. Two tables on either side of the path. Participants will pass these tables twice. 

• Part Safety Officer: Our first priority is to provide a safe course for our runners. Please keep the course free of debris and communicate any medical/safety issues to your Water Station Manager or Zone Manager. Water Stations can begin to clean up when the sweep bike comes by to tell you that last runner has come through. 
• Part Cheerleader: Cheer the runners on.  Get up, get excited, and keep them moving. Be creative, decorate your hydration station in a theme, bring a radio to play music, wear funny hats – you’ll be part of the inspiration that keeps the runners moving. Do not tell runners they are almost there no matter where you are on the course. Use words of encouragement like “Good job!” “Keep going!” “Dig deep, you can do it!" 
• Runner Hydration: As runners pass by, shout what you are holding (water or Gatorade) and hand to runners as they pass. As you hold out cups to runners, hold cup at the bottom so runner can easily grasp cup from you. Keep tables of Water and Gatorade separated so as not to confuse runners by alternating who is holding Water and who is holding Gatorade. Continue to pick up cups that runners have discarded on course to maintain safe and clear course for runners. 


Zone Managers – Kelly, Val, Mike, and 

• Part Safety Officer: Our first priority is to provide a safe course for our runners. Course Marshalls are positioned throughout the course usually at intersections and are responsible for directing runners at turns. Marshalls can leave when the sweep bike comes by to tell you that last runner has come through.
• Keeping Runners on Course: As soon as you see a runner, begin to signal with your hands and your voice which direction or turn they are supposed to make. Often runners get in a zone and need plenty of advance warning to know which way to head. A lead cyclist will pass by your location prior to the runners to verify all volunteers are in place. They indicate which direction or turn the runners are going to make at your location. 
• Part Traffic Cop: Course marshals are positioned at intersections that are blocked for traffic. Responsible for keeping cars off the course and maintaining a safe environment for runners. 
• Part Cheerleader: Cheer the runners on. Get up, get excited, and keep them moving. Be creative, bring a radio to play music, wear a funny hat – you’ll be part of the inspiration that keeps the runners moving. Do not tell runners they are almost there no matter where you are on the course. Use words of encouragement like “Good job!” “Keep going!” “Dig deep, you can do it!"

On Course Medical Assistance
MedVent 

All water stations have a first aid kit. On course, mobile first aid is being provided by MedVent. They will communicate through the Zello App and navigate to your position if assistance is required. They will also be on course in case a participant cannot make it to a water station. To provide first aid.

For first aid related issues, please use Zello and the Art In Motion Channel 1 to call for assistance. They will determine if additional assistance is required. 

FOR SERIOUS INCIDENTS OR IF IN DOUBT DON’T WAIT.  CALL 911 AND REPORT AN EMERGENCY. 
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