BGHQ Volunteer Procedures
Thanks for volunteering, everyone!  I know that some of you have read these before, but as has happened every con for the last year, THINGS HAVE CHANGED!  Hopefully they have changed for the better. 

I will be in or near BGHQ most of the convention, so if you have questions, come see me.  If I am not available, there is always a Lead in BGHQ:  Dean Taylor, Chris Moody, Travis Cheney, or Erick Vallejos.  When in doubt ask them.  And if they don’t know, they have my information so they can find me at anytime.
Here are some of the basic duties.  Keep in mind; you will be in a shift with at least three other people so the duties described should be split between all the volunteers on that shift.  


1) Put out the Sign Up Sheets for games 2 hours before they start.

2) Prepare flags for upcoming events. 
3) Make sure the GMs get their Sign Up Sheets and flags before their games begin.  Make sure the GMs know that the Sign Up Sheets will be collected.
4) Deliver Pay Out Sheets and collect Sign Up Sheets

5) Deliver Sign Up and Pay Out Sheets to Payouts

6) Keep the Board Game HQ area as clean and organized as possible (easier said than done).  
7) Answer people's questions.
1) Pre-Game

Sign Up Sheets for upcoming games are pre-printed at the beginning of con.  Volunteers working one of the Friday afternoon shifts may be tasked with separating the large stack of Sign Up Sheets into four binders, one for each day of the con.  However, games that are coming up in the next 2 hours should be extra visible, so those Sign Up Sheets will be spread out on the BGHQ tables.

Also, the flags for games need to be prepared.  We have a large file box full of flag sheets for hundreds of games, arranged alphabetically.  Take the flag sheet, put it in a plastic sheath, if it isn't already in one, and clip it to a flag pole using binder clips.  If a game does not have a printed sheet, let the Lead know so that one can be made or the title can be added to the Need Flag List.
2) Game Time

The GM should come by to pick up their flag before the game starts.  When they do, please remind them to record all the badge numbers.  Payouts cannot award any prizes without that information.
Before they leave, assign them tables in one section.  Check the Map Board to determine where there is room for the event. Write the game in the tables on the Table Map and list it on the List Board with the start time.  It is wise to plan ahead for larger tournaments and keep certain sections clear ahead of their start times so there is room.  
3) On the quarter hour (1:15, 2:15, 3:15, etc.) these tasks need to be performed:

a. Deliver Pay Out Sheets.  Only tournaments will have Pay Out Sheets.
b. Update the Map Board with which tables are being used by which events.

c. Collect Sign Up Sheets still at BGHQ.  If a sign up sheet is not collected by the GM, mark the “DNR” (Did Not Run) box on the sheet and add it to the paperwork to be delivered to Payouts.  

d. Collect any Pay Out Sheets in the Pay Out Tray.
e. Deliver paperwork to Payouts.  Leave any Sign Up Sheets that need Pay Out Sheets attached.
4) Post-Game

When the game is finished, the GMs need to return the completed Pay Out Sheet or Sign Up Sheet to BGHQ for processing.  Pay Out Sheets and Sign Up Sheets need to be checked by the Leads for completeness:

· The names and badge numbers are recorded on the Pay Out Sheet for first, second, and third. (And fourth for BIG and MEGA tournaments.)
· Number of players, games, and game length for each round, total length of event, and number of new players is recorded.  

· The GM has signed the Pay Out Sheet and listed their cell phone number.  (This last is a requirement for dealer dollar payouts.)

Make sure that the GM has signed the Pay Out Sheet and listed a contact number!  If they forget, or leave off player information, we have to call them and get the information.  If the Pay Out Sheet is filled out properly, attach it to its Sign Up Sheet and put it in the paperwork box.
5) General Questions

This is the most general, and therefore, the most difficult part of the job.  Attendees will come up and ask questions.  Not just about board games, either - BGHQ is centrally located, and many attendees will assume that you're a general HQ for the whole convention.  We will have printed schedules, sorted by time, by GM and by game name, to help you answer board game questions.  For other game types, you'll need to direct them to the HQs for those departments.  For general Con or administration questions, refer them to the registration desk.  Some questions will involve board game administration - refer these questions to me.  In general, if someone asks you a question you don't know the answer to, never say "I don't know" - say "Let me find out."  Ask your Lead.
If you have any questions, feel free to email me.  If you need to talk to me in person, give me a call at 310-498-0738.


