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Reception Desk Volunteering

What to Do
First of all, thanks for volunteering to do this!  It’s up to us to make the most important postgraduate linguistics conference in the world an easy experience for the delegates.  With so many people willing to lend a hand, that shouldn’t be hard.

Obviously, exactly what you need to be doing during your shift(s) at the desk or ‘on he move’ will vary according to the shift, there will be some things that I haven’t thought to put in this document and, thirdly, at time of writing I’m sure I don’t know everything that needs to go in it anyway.   But I (Damien Hall) will be somewhere around a lot of the time, so that if there’s anything you’re not sure about, you only need to ask.

Below are a few guidelines on the main things that the people on the desk will need to be doing, as far as I can see at the moment.  There are likely to be two types of role:  everyone will be based ‘at the desk’ but, from time to time, someone might have to go and give some technical help to a presenter, or go down to the outside door of the building and escort a newly-arrived participant upstairs, or run an emergency errand.

Important notes
The most important thing is never to leave the desk unstaffed at any time.  For one thing, you never know when a delegate might be wandering around needing help.  But, maybe even more importantly, there will be a cash-box there and it must never be unattended.  This means that even restroom breaks for desk volunteers must be co-ordinated so as not to leave the desk unstaffed!

Throughout the conference, the reception desk will be in the MBA Café, on the second floor of Jon M Huntsman Hall (JMHH).

More specifically, things that you might need to do or know about are:

Things to remind people of when they register
1. They should wear name tags (or at least carry them) at all times.

2.
If they have children or even a friend in town who might meet them in or near JMHH, the people meeting them will not be able to come into the building unescorted on Saturday or Sunday.


JMHH’s new security arrangements include the fact that unidentified people (which, of course, includes non-Penn participants in the conference who haven’t registered yet!) must be escorted through the building by someone in charge.  Anyone meeting a participant will therefore have to ask the guards at the door where they arrive to summon someone from the reception desk.  This will hopefully not be complicated, as people who might need to be met have been asked to let us know when they will be arriving, so, hopefully, between those notifications and our own predictions of when most people will be coming in, we will already be there to meet everyone without being summoned.
Taking money
There will be several opportunities to take delegates’ money from them:

· at registration, for those who have not already paid

· when they buy SEPTA tokens

· when they buy T-shirts

· when they buy books

What to do is:

1. Take the money;  change will be available in the cash-box, if people are paying in cash.

2. Give a receipt and keep the carbon copy.  The receipt should state on it what the money was for.  This is important because we need to keep track of what money was given for what thing, in order to do the PLC accounts properly.  We are not keeping separate boxes of money taken for separate things during the conference, so the receipts will be the only way we have of tracking money coming in.

3. Give the person the thing they’ve bought, if it’s tangible. We generally leave books on display until the person who bought it leaves the conference. Ask them if that’s okay; if it is, put a sticky note with their name on the book so that it doesn’t get sold to anyone else. 
When the reception desk closes each day, the valuables will be locked up in the office of Saint Anita Henderson (our sponsor in the Wharton Undergrad Division and a PhD of the Penn Linguistics Dept, who has arranged for us to be able to hold the conference there and is giving up her whole weekend so that we can) – or at least in the lockable part of the Undergrad Division suite, on the first floor at JMHH.  The people on the last shift of the day must not leave until the valuables have been locked up.
Registering delegates
Most delegates will be registered on Friday 27 February or Saturday 28 February;  that’s why the registration desk is open slightly early on those days.  Anyone, at any time, should be ready to register people, though, as there are often latecomers!

At the desk there will be two, or even three copies of the list of delegates.  The procedure will be:

1. Put a check against the person’s name to say they are here.

2. Check whether they have paid or not.  If they have, the list will say so, and you can go straight to step 5 below;  if they have pre-registered but not paid, the list will say how much they owe.

3. Get them to pay, if they haven’t already.  There are two ways in which they can do it:  cash or check (payable to Penn Linguistics Club, not ‘Penn Linguistics Conference or Colloquium’!).

4. If they have just paid on the day, write them a receipt:  forms to do this on will be provided (it’s just a receipt book; we don’t have special forms).  If they have pre-paid, check whether they have already had a receipt:  some Penn people will have, and others will need to receive theirs – it will be in the receipt-book;  non-Penn people’s receipts will be in their delegate-pack.)

· If they are Penn people, give them an abstracts booklet and their name-badge (they may or may not have a delegate-pack). Is the delegate-pack a folder? Then what’s the program?  
· If they are non-Penn people, give them their delegate pack and a program.  The delegate-pack will contains their PLC badge, which they must wear at all times for security purposes, and a receipt if they have pre-registered.

When things are quiet at the desk, it’s a very good idea to take a minute to count the money that’s in the cashbox and make sure it matches what we’ve recorded for that day in the receipt book. 

Directing people to things and places
Know where the nearest restrooms are!  They are well-signposted anyway.

The reception-desk should always have at least one copy of the program on hand, so that delegates running to catch a certain session can be directed quickly and accurately to where it is!

· Regular sessions are in rooms 245 and 250, next to each other on the same floor as the reception-desk (the second).

· The plenary session is in room F85, the basement (‘F’ stands for ‘Forum’, or ‘Floor’ if you prefer), on the Locust Walk side of the building.

There will be signposting in relevant places to show people where they need to go.  However, there will always be the odd confused person and it would be good if desk-people knew their way around the building, or at least how to direct people so that they can find their own way!

Checking identity
The people who run JMHH are understandably very concerned about their security.  The cardinal rule is:

Everyone connected with PLC28 must wear their PLC28 badge at all times in JMHH.
Anyone not wearing a badge is liable to be stopped by the building’s security guards and asked what they are doing.

Delegates’ technical requirements
The classrooms where sessions will be taking place are extremely well-equipped technically.  Most members of the PLC28 Committee know how to get into the system and connect whatever delegates need connected to it.

Study rooms / Computer and e-mail access
Delegates will notice, when they are on the second floor in particular, that JMHH has a number of study-rooms in between the classrooms.  They are welcome to use them - they are not locked - but will not be able to log in to the computers, as you need a Penn password to e able to do that.  That means that there is nowhere in JMHH where delegates can check their e-mail. At NWAVE I think we were able to use the computers right outside the classrooms. This may be possible again for PLC; we’ll see.
Philadelphia ‘knowledge’
The drivers of London’s famous black cabs must pass an exam called ‘The Knowledge’ which requires them to know every single little back-street and the way to get there avoiding the traffic (within their chosen area).  While we can’t expect that sort of thing of PLC28 volunteers, it would be good if people on the desk had some idea of where people can go for a coffee, etc (both inside and out).  If they give you an address, you should also be able to show them on a map of the city where they are and where the address is.  If you know the public transport system well enough to tell them how to use it to get there, so much the better!
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