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Volunteer Coordination Worksheet
Print and hand to every volunteer at least 3 days before the event.
Events run smoothly when every volunteer knows exactly what they're responsible for, when to show up, and who to call if something goes wrong – before they arrive, not after. This worksheet puts that information in one place so your event lead isn't fielding the same questions from five people at once.
Event Name:
Date:
Location / Venue:
Doors Open / Program Start:
Event Lead (name & cell):
Volunteer Coordinator (name & cell):
Volunteer Roles & Responsibilities
Assign every role below to a named person – not “whoever's free.” Volunteers are far more likely to follow through when they've agreed to a specific, named responsibility rather than a general offer to help. Fill in this master roster and give each volunteer their individual role card from the next section.
Volunteer Roles & Responsibilities
Assign every role below to a named person – not “whoever's free.” Volunteers are far more likely to follow through when they've agreed to a specific, named responsibility rather than a general offer to help. Fill in this master roster and give each volunteer their individual role card from the next section.
	Role
	Volunteer Name
	Cell Phone
	Arrival Time
	Reports To

	Registration
	
	
	
	

	Greeter
	
	
	
	

	Speaker Liaison
	
	
	
	

	Photographer
	
	
	
	

	Timekeeper
	
	
	
	

	Logistics
	
	
	
	

	Cleanup
	
	
	
	


Event Timeline
Fill in actual times for your event. This is the single reference sheet the Logistics volunteer and event lead should keep on hand throughout the day.
	Time
	Activity
	Who's Involved

	
	Venue access / setup begins
	Logistics

	
	Speaker(s) arrive
	Speaker Liaison

	
	Registration & Greeter posts open
	Registration, Greeter

	
	Doors open to attendees
	All front-of-house roles

	
	Program begins
	Timekeeper, Speaker Liaison

	
	Program ends / networking begins
	Photographer, Greeter

	
	Event ends / breakdown begins
	Cleanup, Logistics

	
	Venue vacated
	Logistics


Escalation Contacts
Know who to call before you need to call them. Post this page at the registration table and logistics station.
	If This Happens…
	Contact First
	Phone
	Notes

	Medical emergency
	Call 911 immediately
	911
	Then notify the Event Lead

	Program running behind schedule
	Event Lead / Chapter Chair
	
	Timekeeper flags this early, not at the end

	Venue issue (A/V failure, room problem)
	Venue Contact, then Logistics
	
	

	Speaker no-show or emergency
	Speaker Liaison, then Event Lead
	
	

	Media or press inquiry
	Chapter Communications Lead
	
	Do not speak to press without approval

	Any issue not listed here
	Event Lead
	
	


Common Mistakes to Avoid
· Assigning “logistics” to whoever happens to show up early, instead of a named, briefed volunteer
· Not testing A/V with the speaker's actual device before event day
· Not having a shift-change plan for 2+ hour events – volunteers miss their own event
· Skipping the debrief because everyone's tired – the insights get lost within a week
· Not confirming arrival times in writing – volunteers default to the event's public start time
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