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3rd Annual Educational Conference
Diabetes: From Head to Toe

Saturday (Sabado) - 8:30am—3:30pm

November 12, 2011

North Brunswick Township High School
98 Raider Rd, North Brunswick NJ

3ra Conferencia Educativa
Diabetes: De la Cabeza a los Pies






July 29, 2011

Dear Volunteer,

Thank you for considering volunteering at this year’s ADA’s 3rd Annual Diabetes: from Head to Toe Educational Conference. This year we are expecting 750-1,000 participants on Saturday, November 12, 2011 from 8:30am - 3:30pm at the North Brunswick Township High School and our volunteer needs are very great. To have a smooth-running event at which our participants feel well-supported, we will need at least 100 volunteers throughout the day from 6 AM to 4 PM. Feel free to invite your friends and family members who want to help, and ask them to complete a form as well. 

If you are able to assist us for a portion of the day, we would be very grateful if you could help us. Review the assignments below and make your selection. You can fax it to (908) 722-4887. You may also call our event coordinator Selma Betancourt at the ADA office (732-462-7979, ext. 3510) or email her at sbetancourt@diabetes.org with any questions, needs or responses.

Again, thank you for your consideration and support. We hope to hear from you soon!

Sincerely,

Selma Betancourt

Manager, Community Initiatives Northern New Jersey Area
American Diabetes Association
Center Pointe II - 1160 Route 22 East Suite 103
Bridgewater NJ 08807
sbetancourt@diabetes.org


EVENT FACT SHEET
Who:  
The American Diabetes Association  

What:  
The American Diabetes Association will host NJ’s 3rd Annual Educational Conference – Diabetes:  From Head to Toe.  The event will showcase a spectrum of free bi-lingual educational workshops, medical screenings, exhibitor displays and information.  

When:  
Saturday, November 12, 2011  

Registration:
8:00 a.m.

Program:

9:00 a.m. - 3:30 p.m.
Screenings & Exhibitors: 11:00 am – 3:30pm  

Where:  
North Brunswick Township High School
98 Raider Road, North Brunswick, NJ  08902
Why:  
The American Diabetes Association (ADA) has found that through a process of education and information the community can gain the knowledge and skills to control/prevent diabetes. Diabetes, if left untreated, can lead to stroke, heart disease, blindness, kidney failure, and amputations.  

Event 

Summary:
3rd Annual Educational Conference Diabetes:  From Head to Toe is a component of the American Diabetes Association’s community outreach programming.  The event is designed to educate and bring the optimum health message to Central New Jersey. 
The American Diabetes Association will create a family oriented “educational day” drawing over 750+ participants throughout the day.  The event is free to the public and the day’s activities will include free medical screenings, educational workshops with certified diabetes educators, doctors, nurses and healthcare professionals, healthy activities with community organizations, and exhibitor displays. 
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2011 -  Volunteer Opportunities
(Please print)
Name: __________________________________________________________________________________________
Address:  ________________________________________________________________________________________
City/State/Zip:  ___________________________________________________________________________________
Telephone (Home/Cell ):   __________________________________________________________________________
E-mail:  _________________________________________________________________________________________
Employer and/or School:
___________________________________________________________________________
Telephone (Work):
_____________________________________________________________
Shift One: 6AM-11:30AM (          Shift Two: 11AM-3:30PM (         Shift Three: 12PM-4PM (
Are you bilingual? Yes ( No(   Language(s): Speak ________________   Read: ______________________
Do you know anyone affected by diabetes? (Optional  Type 1 (      Type 2 (      Other (  )
(Please check all of the activities that interest you. There is a more detailed description on the next page.) 

[image: image2.jpg]
PRIOR TO EVENT: 

Advertising and Promotion - Friday, November 11, 2011 from 1:00pm – 6:00pm

· Working on the packets for event 

· Making phone calls to registered participants

DAY OF EVENT ASSISTANCE: 

SHIFT ONE: 6AM-11:30AM
Set-up 

· Event Set Up at North Brunswick Township High School, 98 Raider Road in  North Brunswick (i.e. set-up tables, chairs, hang banners, etc.) Ability to lift 25lbs.
· Parking 
· Vendor Set up / runners 

Registration 

· Volunteers check in 

· Registration/Check-In Includes handing out participants package, lunch tickets, event program, floor map, etc

· Exhibitors/Sponsors check-in

Workshops Coordinator 

· Assist with distribution and collection of registration forms, pre & post tests and evaluation forms at each educational workshop.   

· Greeter / security
SHIFT TWO: 11AM-3:30PM

ADA World Monitor 

· Safety/Medical  

· ADA Informational table at the event 

· Sit at ADA’s table at conference to pass out brochures, pamphlets and information to conference attendees

·  Kids Activities – activity coordinator and assistants 
Food Manager: 

· Food set-up and serve

· Assist in bringing supplies and food to the breakfast/lunch area

· Assist in distributing lunch boxes to participants

Exhibitor Guide  
· Serve boxed lunch to exhibitors and assist exhibitors when needed. 

VIP Guide 

·  Assist speakers and special guests as needed.

Medical Professional’s Helper 

· Explanation of paper work to the public at medical screening stations, assist non Spanish speaking medical professional interpret questions to Spanish speaking attendees

SHIFT THREE: 12 PM – 4PM

· Clean-up: throughout event
Exit monitor 

· Assist with distribution of door prizes, goody bags & ensure completion of attendees’ evaluation forms.

Take-down  

· Assist in breaking down, removing signage, bringing supplies to vans, etc. Ability to lift 25lbs.
FLOATER SHIFTS: 6AM – 4PM













































Saturday, November 12, 2010


North Brunswick Township High School - 98 Raider Rd, North Brunswick, NJ 08902


**Volunteers Needed from 6:00AM-4:00 PM**


(  ADA World Monitor: Set-up & take-down of ADA materials for display. Assist with distribution of ADA literature.  


(  Advertising and Promotion: Assist with conference advertising & promotion prior to November 12th. 


(  Exhibitor Guide: Serve boxed lunch to exhibitors and assist exhibitors when needed. 


(  Exit monitor: Assist with distribution of door prizes, goody bags & ensure completion of attendees’ evaluation forms.


(  Food Manager: Assist with lunch for attendees and volunteers.


(  Medical Professional’s Helper: Explanation of paper work to the public at medical screening stations. Assist non Spanish speaking medical professional interpret questions to Spanish speaking attendees.  


(  Registration: Register all attendees & distribute program guides and numbered bracelets


(  Set-up: Organize chairs & decorations on the day of the event.


(  Take-down: Assist with break down & clean up of event. 


(  VIP Guide: Assist speakers and special guests as needed.


( Workshops Coordinator: Assist with distribution and collection of registration forms, pre & post tests and evaluation forms at each educational workshop.   


THANK YOU!
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