
CHECK-IN DESK RESPONSIBILITIES AND INFORMATION 
  

1. All registrants must receive a Waiver and Release form, which is required by our 
insurance company.  Request that they sign the form.  If they refuse, be sure that their 
name is in the upper left-hand corner, and write on the form “refused to sign.”  We 
must have a form, signed or not, for all registrants. 

 
2. Registration packets are arranged alphabetically by last name.  Inside are the 

registrant’s current schedule, a badge, tickets for the evening speakers, and other 
information.  Be sure to ask each participant to evaluate their sessions on their schedule 
and turn the schedules in at the end of the Bird Festival.  A box is provided for these 
forms. 

 
3. Hand the participant their packet, a plastic badge holder and a lanyard, and ask them 

what size t-shirt they ordered.  All registrants receive a free festival t-shirt (as do 
volunteers and leaders).  Participants must wear their badge to ALL events.   

 
4. Everyone who has registered for the Festival has a packet.  Leader packets are kept 

separately from participants’ packets.  Volunteers who have not registered do not have 
packets but have name badges, which they should wear.  These are also kept separate.   
You may need to ask which category they are in.  Offer new leaders a hat (free); again, 
you will need to ask leaders if they already have a hat (kept in back room-2 kinds). 

 
5. Ask them if they need a map and directions (most are in their packets).   

 
6. Send problems to Registrar’s table.   New registrations, schedule additions, 

cancellations, money owed, or changes will be handled by someone there. 
 

7. There are field trip starters across the lobby.  People signed up for field trips must also 
check in with the starter and remain in the lobby area until their trip is called. 

 
8. Do not attempt to answer questions if you aren’t sure of the answer.  Refer them to 

someone on duty who will know the answer.  
 

9. Each day’s schedule is printed and posted on an easel.  Available trips are written on a 
blackboard behind the Registrar’s desk.  The Pacific Wildlife Care “Meet the Raptors” 
shows (no registration needed –but there is a small fee) are held on Saturday at the 
Shoreline Calvary Chapel.  Family Day is Saturday (no registration).  Most events for 
Family Day begin at the Morro Bay Natural History Museum.  

 


