SITE COORDINATORS Responsibilities
· Secure the site.  Ensure necessary equipment and supplies are available: VCR, screen, podium, tables, chairs and microphone.  Check the facility for restrooms, handicap access and any other logistical problems.

· Have someone available to deter unwanted guests. Some organizations may try to set up a booth or want access to families in order to promote services or materials.

· Separate site coordinator’s responsibilities from those of the session leader (Presentation – FAFSA) if possible.

· Appoint volunteers to greet families, organize the welcome area, collect evaluations, count attendees and perform any other duties needed.

· Ask a volunteer to be the media contact if a TV crew shows up at your site.

· Provide information on scholarship searching – Web sites and Web addresses.

· Establish an express table – for families who have one or two questions.  People seem to appreciate having the choice between “express” service and regular presentation service.  Use a senior volunteer/expert volunteer to staff the express table.

· Refreshments are a nice touch.  
· It is helpful to have a volunteer tax expert available for families who bring only W-2 forms.

· Provide activities for younger brothers and sisters who attend (coloring sheets and crayons are a nice touch).

