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AIDS 2006 Toronto - Youth Programme 

Volunteer Role Description     

	Title:
	Location of your role:


	Youth Programme Volunteer Assistant
	Welcome Desk, Youth Pavilion, Global Village, MTCC Level 300


	Your volunteer supervisor is: 


	Location of your volunteer supervisor:

	Main Conference Volunteer Supervisor

	Global Village Booth 434 or Youth Pavilion Welcome Desk


	Your staff supervisors are: 


	Location of your staff supervisor:

	Alex McClelland, Youth Programme Coordinator

Len Tooley, Youth Programme Assistant
	Can be reached via walkie-talkie
Youth Pavilion


Summary of Volunteer Description

You are here to support the work of the Youth Programme team, including Staff and Volunteer Supervisors.  You are supervised by the Main Conference Youth Volunteer Supervisor.
Youth Programme Volunteer Assistant Specific Responsibilities

· Be kind, welcoming, informative, supportive and of course friendly!

· Be honest if you don’t have the answer or information related to an inquiry, but take to the time to find out, or direct the inquiry to someone who might know the answer. 

· Have an updated schedule of all Conference youth-related activities; provide information related to and locations of daily youth activities to delegates and general public. 

· Fill in for various volunteer roles as directed by your Volunteer Supervisor.

· Provide support to the Youth Programme Staff and Toronto YouthForce.

· Ensure that all youth related activities have volunteer support.

· Know where the Volunteer Supervisors are at all times. They should inform you of their whereabouts. The Volunteer Supervisors will often either be with you at the Welcome Desk or in booth 434. 

· Make copies and gather materials as needed.

· Work closely with the Youth Delegate Support Team.

· Support the work of the Youth Rapporteur Team, as directed by your Staff Supervisor.

· Troubleshoot with your Volunteer and Staff Supervisor. 

REMEMBER: Many of the youth attending this Conference have never been to Canada before. There are no stupid questions and all questions should be handled in a professional and friendly manner…after all you are the Friendly People :)

REMEMBER: Adults are encouraged to participate in Youth Programme activities; one of the goals of the Youth Programme is to encourage the development of youth-adult partnerships, so be kind and supportive of adults who ask you about the Youth Programme. 
What is NOT my responsibility?
· You are a resource for youth delegates, although you will always be respectful of adult delegates, you are not here for them.
· You are not expected to answer general information inquires, direct these to the General Information Desk, Youth Pavilion Welcome Desk and/or Global Village Information Desk at Booth 117

· Media inquires should be directed to your Staff Supervisor.
Important Info for all Youth Programme volunteers

Make sure you check-in at the Global Village Volunteer Office or Metro Hall at least 20 minutes prior to your shift (depending on when your shift starts)!

Check-in at the Youth Pavilion Welcome Desk 

You are responsible for checking in at the Youth Pavilion Welcome Desk at the beginning of each shift. Unless you have the first shift of the day, Pavilion Friendly People volunteers stationed at the Welcome Desk will direct you to your supervisor. If you have the first shift of the day your Volunteer Supervisor will meet you at the Welcome Desk. Your Volunteer Supervisor will mainly be stationed at booth 434 (very close to the Pavilion) and will go over your responsibilities and give you any new information you may need.  

Volunteer Supervisor/Volunteer Communication

Your volunteer supervisor is there to support you, please communicate with them about anything you are unsure about. Your supervisor will always be either at booth 434 or at the Pavilion Welcome Desk. Meet with your supervisor to discuss problems that you do not know how to resolve on your own.  If there are any medical or security problems your volunteer supervisor MUST be notified.  
Finding your Supervisor

If you need to find your Volunteer Supervisor please go to the Youth Pavilion Welcome Desk and leave a note with one of the Youth Pavilion Friendly People volunteers.  Your volunteer supervisor will be coming by the Youth Pavilion Welcome Desk frequently to pick up messages.  Any health and medical and security concerns must be logged with your volunteer supervisor. 

Health and Medical Reports/Security Reports

Your volunteer supervisors will have to fill out health and medical/security reports for any incidents that have happened during your shift.  It is essential that you alert them to anything that may fall in one of these categories, (even if you have dealt with the problem yourself by contacting security or calling 911).  

Taking Breaks

If you need to take a break you must first make sure that there is another volunteer available so that your role is not abandoned. Then ask your volunteer supervisor as they are keeping track of how many volunteers are on break at any given point and will need to know where you are.  You will not be able to take breaks if you are the only volunteer stationed at your role. Make sure you have a back up and have checked in with your volunteer supervisor before you go on a break. 
Resources

You are not expected to know everything about the Conference, below are a few places where questions can be answered:  

· All general inquires should be directed to the Global Village Information Booth at Booth 117 

· The Storage Closet will have Pavilion materials to assist with and troubleshooting, ask your Staff Supervisor for access to the Storage Closet. 

· AV/W Technician: If an exhibitor has a problem using their equipment there will be a roaming technician who can help them.  The Stage Manager or Volunteer Supervisor can contact them by walkie-talkie.  There will also be AV/W support volunteers stationed at the Global Village Volunteer Support Hubs to assist should the technician be preoccupied.
· The Global Village Volunteer Support Hub will have lots of resources for you, extra walkie-talkies and A/V support people, emergency contact info and more.
· When in doubt ask your Staff Supervisor!
· Check out the AIDS 2006 Youth Site for more information on the Youth Programme at http://youth.aids2006.org
	If someone from the media comes up to me what should I do? 

	You are a volunteer and are not an AIDS 2006 representative. The Youth Programme has a media liaison and assigned spokespeople who speak to the media. All media inquires MUST be directed to your staff supervisor as indicated above. If you cannot find your staff supervisor tell your volunteer supervisor. This includes all inquires from the Toronto YouthForce Media Team.


Who is in the main Conference?

· Delegates, adults and youth, paid or scholarship recipients

· Presenters, moderators and speakers

· Rapporteurs

· Media

· Exhibitors

· Security

· AIDS 2006 Staff

· AIDS 2006 Organizers

· Volunteers

Who is in the Global Village?

· Global Village Exhibitors: Networking Zones; NGO Booths; Market Place Booths, educational displays

· Performers and Presenters: for Main Stage, Session speakers and moderators, Red Ribbon Award Finalists, Artists for Visual Arts Gallery, Filmmakers in Video Lounge, Poets and other Literary Community Members in the Literary Lounge

· Conference Delegates: People who have paid or where awarded a scholarship to attend the rest of the Conference.

· AIDS 2006 Staff

· AIDS 2006 Volunteers (just like you!): volunteers & volunteer supervisors

· General Public: Everyone who does not fall into one of the above categories

Who is in the Youth Pavilion?

· Youth Delegates: attending with a group from a specific organization, scholarship recipients, and paid delegates. 

· Adult Delegates: the Youth Pavilion is for adults too!

· Youth Presenters: speakers in Conference sessions and workshops, Youth Pavilion activity presenters, and Global Village presenters.

· Youth Pavilion Volunteers: This is you people!!
· AIDS 2006 Youth Programme Staff: Alex McClelland, Youth Programme Coordinator; Len Tooley and Sonika Lal, Youth Programme Assistants; Tamara Romanchuk, Youth Pavilion Stage Managers.

· Toronto YouthForce: Members of the YouthForce will be working out of the Pavilion on a regular basis. They are staff and volunteers from: Taking IT Global, Advocate for Youth, the Global Youth Coalition on HIV/AIDS, Family Health International and many other organizations. Look for the bright yellow t-shirts!

· TakingITGlobal IT Support Staff: stationed at the Computer Work Stations.

· Media: AIDS 2006 Youth Programme documentary team, MTV News Crew, Toronto YouthForce Media Team, MTV 48 Fest film crews, and other news and print media are expected.

· General Public: Everyone who does not fall into one of the above categories
	How can I tell who’s who? 

	Everyone except for the general public will be wearing badges. Badges are coloured and will indicate if someone is a delegate, presenter, staff, volunteer, organizer, or media. 
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