Front Desk Setup: (NAME)
Choose someone to be in charge of all the check-in and paperwork. They can
check on them and make sure they don’t need water, props, or a break from the
staff photographer while they use restroom etc. Help them setup their equipment.

1. Setup a check in table
2. Have blank white paper, name badges stickers and sharpie
markers.
3. Have check-in sheet ready to confirm name spellings,mailing
addresses and other information (make sure to have enough
pens/clipboards/papers).
4. Have volunteers release forms ready to sign.
5. Have name cards ready for volunteers to write their name.
6. Take a photograph of every volunteer with their name card as
they check in.

 elease Forms: (NAME)
R
1. Make sure both are signed top and bottom.
a. These will need scanned and emailed or uploaded to
the MSM staff at office@mystorymatters.org or
mailed to:
i. My Story Matters,
245 N University Ave
Provo, UT 84604
2. Make a list of those who didn’t sign the media release on
the bottom--their photos can not appear in any media
anywhere!
3. File them alphabetically by first name.
Checkout Procedures: (NAME)
1. Is there interview complete in the system?
❏Each interview question complete
❏Interviewers names recorded
2. Did they go to all the photo stations?
3. Release Forms Signed
❏Notify the volunteers whether they can/can’t post to social
media
4. Sign slip to send them back to class (check class schedule to
help them know where to go)

NAMECARDS
Volunteer Name Card Instructions:
1. Have the volunteer write full name (first
name, and last name) in bold big letters
that fits the entire page.
2. Then, have them hold it up to their chest
and take a picture so their face is seen.
3. Gather this for every volunteer.

Participant Name Card Instructions:
1. Have the participant write full name (first name, and last
name) in bold big letters that fits the entire page.
2. Then, have them hold it up to their chest and take a picture
of them individually and then one so their face is seen with
them and the volunteer or volunteers that are assigned to
help them.
3. Gather this for every child.

Interview lead: (NAME)
Choose someone to be in charge of all the interviews. They will stay in the
computer lab and make sure all the interviews are completed. They will help rotate
the kids to open interviewers and kids who are finished out to photography
volunteers to take them to photography stations.

Adding a New Publication: (NAME)
(Write this information on the whiteboard
at the front of the rooms or print beforehand for everyone)

1.Log on to mystorymatters.info/champion
a. you will get your username/password from the MSM office staff before your
project)

b.Username:
c.Password:
d.These change with each organization!
2.Click on recipients in the top right hand
corner.
3.Type in their name, age, and choose My
Path, then click add recipient.
4.Then find their name in the list below and
click “Enter Responses” to get the questions.
The answers autosave.

Volunteer Briefing Announcements: (NAME)
Choose someone to be in charge training the volunteers on the day of and
answering any questions that might come up.
1. Introduce the organization, give overview of the students they will be working with,
thank them for coming! Show them the final sample of what they will be creating when
this is all done and why they are doing it.
2. LEGIBLE!
a. Make sure that all information that is written is in nice handwriting and legible to
all audiences.
3. SAVE!
a. For all information typed, please make sure to save the document every few
minutes so that we do not lose any information.
4. EYE CONTACT:
a. Our goal is to make these kids feel special and important today. Try to get to
know them and build a friendship. While interviewing the kids, make sure one
volunteer maintains eye contact with them the whole time, while the other
volunteer records the information.
5. STAFF INTROS:
a. If you have any questions, please feel free to ask our amazing staff. Introduce and
point out staff nearby.
6. BATHROOMS:
a. Note where the bathrooms are located
7. SOCIAL MEDIA:
a. We love volunteers to post about our events, but before they do, they need to ask
permission to post any photo with a child in it. We are dealing with privacy laws
and not all kids have signed the permission slips for us to post any media about
them.
b. Also take out your phones and find us on FB, Instagram, Twitter and like our
page where we will post event highlights and photos as well as delivery photos.
We would love to have you #mystorymatters so we can see them!
8. Walk all of the photo volunteers through the photo stations and let them know the pattern
in which they need to take their kids through the photo stations.

Photographer Lead: (NAME)
Choose someone to be in charge of all the photographers. They can
check on them and make sure they don’t need water, props, or a break
from the staff photographer while they use restroom etc. Help them set
up their equipment.

1. Explain to each photographer what pose they are
specifically assigned to. We need two good pictures in 30
seconds of each kid. First picture needs to be of the pose.
Second can be different. They must be quick or it will
effect the entire flow if one photographer takes a lot longer
than the others.
2. Stress the importance of them taking a photo with the
participant's name card at every station, so that when they
are editing the pictures they will have the child's name.
3. Make sure they know the rotation of the photo stations, so
they know where to send the participant when they are
done.
4. Put on photographer stickers (one on the front, back and
side) so that everyone can tell who the photographers are.
5. Remind the photographers about smugmug and what day
we need the pictures by.
6. They must label their photos, Last Name, First name of
each child before uploading them. Stress the importance of
this.

Media Specialist: (NAME)
Choose someone to be in charge of gathering all the media information you’ll need
for the day. You won’t want to get finished and have none of this to use!

1. Make sure a group photo
is taken of all the
volunteers before the
event begins.

2. Please get pictures of
photographers in action, as
well as, volunteers and
interviewers interacting with
kids.
3. Seek out those who work at the events we are going to and
strive to interview them about their experience with us for
blog posts.
4. Get photos of each staff member in their role.

