MPA 2009 Orientation

Staff Tasks
In general:

1. Set up

2. Welcome/check in students and speakers

3. Keep track of schedule: make sure speakers have arrived and inform Cheryl; help keep things running on time and help adjust time schedule if necessary

4. Attend Orientation segments as you wish/as other tasks permit
5. Deal with any issues that come up, consult with Cheryl as necessary
6. Clean up/take stuff back to MPA offices
FRIDAY 9/25
· 1-2pm: Put up signs leading from parking lot to room D1105

· 2:30pm: Take food and other stuff to D1105

· 3pm: Set up room D1105 and check in table outside room

· Put out mapping materials (paper, marking pens, pushpins)
· Straighten/distribute chairs: need 48 chairs around tables + 12 chairs in front for faculty/staff

· 4:30: Dinner set up on time/all OK in D1107 – room for 2 lines of people to get food
· 4:30-5:10: When students arrive, check them in:

· Greet student

· Ask them to initial Check In spreadsheet

· Give them name tag 
· Give them Orientation folder

· Give them pen if needed

· Tidy/clean up

· 9pm: Orientation ends for evening

SATURDAY 9/26 – let Cheryl know 
· 8am: Coffee & tea set up 
· 8:45-9am: Check in:

· Greet, ask to initial check in sheet

· 10am: Andrea there, give name tag, let Cheryl know.

· 10:15am: Colby there, give name tag, let Cheryl know.

· 11am: Box lunches there
· 12: Alumni/students there: See Alumni/students lunch spreadsheet to check in, direct them to lunch, give them name tags, let Cheryl know.

· 12:15-1:30: Break for staff/faculty during Alumni/Student panel

· 1:15: Coffee refresh 

· 1:30-1:45: Break for students
· 1:45: MPASU Coord on (Abbey, Will, Lori – were on Alumni/Student panel)

· 2pm: Scott on (he was on Alumni/Student panel)

· Tidy/clean up
· 4pm: Orientation ends for today

SUNDAY 9/27
· 8am: Coffee & tea set up 

· 8:45-9am: Check in:

· Greet, ask to initial check in sheet

· 9am-9:50: Randee on

· 9:50-10: Bob on

· 12: set up lunch (CostCo stuff) for 12:15 
· Set up faculty staff lunch stuff at 12 for 12:15 lunch

· 2:15: Coffee refresh

· 2:30-2:45: Break for students

· Tidy/Clean up:

· Move check in table/chairs back to D1107

· Take stuff back to Lab 1, including photo permissions, evals, extra materials

· 4pm: Orientation ends

CONTACT INFO

· Catering (if set up problems etc.) – x5275
· Custodial (run out of toilet paper, etc.) – x6317

· Police Services – x6832


(OVER)

