Ambassador Instruction Sheet

Report to the workroom 30 minutes before the start of the workshop.

In the Workroom:

1. Sign in for the workshop you are assigned to.

2. Take the workshop ambassador envelope which includes:
a. Introduction cards

b. NSH Speaker Certificate(s)
c. Announcements

At the Workshop Room

1. Check the podium area for the handouts and evaluations.  Make sure to keep the evaluation envelope – it will be used for collecting at the end.
Assist Speakers
1. Assure water is up front for the speaker(s).
2. Review introduction cards with the speaker(s) – check pronunciation.
3. Help workshop speaker(s) set up the workshop room – Report any missing, non-working equipment or supplies and room temperature adjustments to the workroom.
4. Discuss break time with the director(s):
· Breaks - 30 minutes

· AM approximately 9:30 AM 
· PM approximately 2:30 PM or 90 minutes into their sessions
· Lunch – 11/2 hours, starting at 11:30 AM

· Monday Lunch: 11am – 1:00pm

5. Start workshop on time.
6. Make announcements from the announcement cards.
7. Introduce the speaker(s).
8. At the end of the workshop – collect completed evaluations in the Eval Envelope.

Work the Door: Handouts/Contact Hours
As Attendees arrive:

1. Collect the Blue Workshop Card in the Ambassador Packet envelope – make sure it’s the card for this workshop. 
2. Give one handout and one evaluation to each attendee with a workshop card.  No card – No handout.
3. A handout was made for each registered attendee plus some extra however, if do not have enough handouts, go to the NSH Workroom for copies to be made by the NSH office staff.

4. Please bring extra handouts/evaluations to the workroom at break time.

As Attendees leave:

1. Collect all evaluation forms, separate into 3 parts and place them in the original Evaluation Envelope.  Please provide the speaker with their copies if they’d like. 
2. Bring the evaluation envelope, blue workshop cards (in the envelope) and supplies to the workroom (Room 309).

3. Check in the evaluations and blue cards to the workroom personnel.

4. Sign out on the ambassador sheet.

