Computer Help Day

Event Schedule
1. Set up (see separate set-up task list)

2. Volunteer/ Staff registration

a. Greet volunteers as they arrive 

b. Volunteers sign waiver

c. Check them off of volunteer list

d. Have them fill out a nametag

e. Invite them to put their stuff away and help set up while they wait for introduction
3. Volunteer/ Staff training

a. Welcome everyone and introduce yourself and staff

b. Housekeeping

i. Invite them to have refreshments/ lunch (when avail)

ii. Indicate restrooms

c. Why we are here today

i. Get Connected/ Access Now intro

ii. CBO intro

d. What will happen today

i. Participant registration and greeting procedure

ii. Technicians introduced and thanked. Problem diagnosis process explained

iii. Workshop leaders/ tutors introduced and thanked. They explain their workshop

iv. Tutoring worksheets distributed and reviewed

e. What to expect

i. Notes: unlike most tech support situations, the participants may want to stay to watch what you are doing. 

ii. You won’t be able to repair everything. You can refer people to local repair shops for parts we don’t have

iii. If it is busy, you may need to work on several machines at the same time.

iv. Due to time constraints, participants may have to complete diagnostics and downloads at home.

f. Clean up and follow up

i. Collect participant surveys/ confirmation letters as people leave

ii. What needs to be done to clean up

4. Participant greeting and registration procedures

a. Greet participants as they arrive

b. Determine if participants seek tutoring or repairs

c. introduce participant to appropriate technician or tutor

d. have participant complete participant survey while they are waiting for attention or while they are waiting for diagnostics to complete. They may have questions.

e. Give participant a blank “special exceptions” letter to sign if their computers are repaired successfully.

5. Collect completed participant forms and special exception letters as they leave the event. Assign ANW ID number to participant and write on their participant form, problem diagnosis form and sign in sheet.

6. Collect completed copies of problem diagnosis forms, letters and participant surveys.

7. Put all forms, letters and copies of forms in envelope or folder.

8. Send to Kari at 

Access Now

1212 Broadway, Suite 400

Oakland, CA 94612

