GUIDED BY RESPONSIBILITY,

PROTECTED BY COLLECTIVE STRENGTH
ATALM2026 | SPOKANE, WASHINGTON (é A

ATALM 2026 VOLUNTEER HANDBOOK
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WELCOME, VOLUNTEERS!

Thank you for volunteering at the 2026 International Conference of Indigenous Archives, Libraries
& Museums at the Spokane Convention Center in Spokane, Washington. We could not create a successful
conference experience without your help!

This handbook is designed to:
e Provide clear guidance on volunteer responsibilities.
e Answer common questions.
e Ensure you feel prepared, supported, and confident in your role.

If you have questions before or during the conference, please email conference@atalm.org or call/text
405-882-2177.

1. GUIDELINES

We’re so glad you're here! ATALM volunteers are the heart of the conference. You are often the very first
smiling face people meet. Here are a few friendly reminders:

o Offer a Warm Welcome: Many attendees are here for the first time. A smile, kind words, or
pointing them in the right direction makes their day.

e You’re an Ambassador: Volunteers represent ATALM’s mission and community. Your warmth,
respect, and helpfulness set the tone for the whole event.
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e Arrive a Little Early: Check in at the Volunteer Coordinator or Registration Desk about 10—15
minutes before your shift. We’'ll get you settled and ready.

¢ Be Flexible: Conferences move fast! If your area is quiet, you may be asked to help somewhere else.

e Take Care of Yourself: Volunteer tasks are usually short, but if you’re on a longer shift, feel free to
take a quick break. Just be sure your station is covered.

e Safety Comes First: In an emergency, call 911 first if needed, then notify ATALM staff.

2. CONFERENCE PREPARATION

Location:
Room 102CD, Spokane Convention Center

Schedule:
e Sunday, September 20: 1:00 — 5:00 PM
¢ Monday, September 21: 9:00 AM — 12:00 PM & 1:00 — 5:00 PM

Responsibilities:
e Stuffing tote bags.
e Sorting badges, tickets, and materials.
e Organizing signage and supplies.
e Assisting ATALM staff with special projects.

3. REGISTRATION DESK

Location:
First Floor, Spokane Convention Center

Schedule:
e Monday, September 21: 1:00 — 5:00 PM
e Tuesday, September 22: 7:00 AM — 5:00 PM
¢ Wednesday, September 23: 7:30 AM — 5:00 PM
e Thursday, September 24: 7:30 AM - 5:00 PM

Responsibilities:
e  Welcome attendees and hand out Registration Packets.
e Confirm meal and event tickets.
e Keep lines moving. Refer complicated questions to the Help Desk.

Registration Packets:
All full registration conference attendees receive a name badge wallet, tote bag with printed program book,
and ten (10) raffle tickets.
Name Badge Wallet:
e If you cannot find a name badge, ask if they perhaps go by a hyphenated name. Then look through
the name tags before and after where the attendee’s nametag would appear. Sometimes badges get
out of sort order.
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e Some Presenters and Exhibitors will have Day Passes. They receive a basic name badge with a
lanyard. They DO NOT receive a tote bag.
¢ If you cannot locate the name badge, direct the attendee to the Help Desk.
e |f someone’s name tag is wrong, ask them to make the corrections in the logbook. If it is a
significant issue, a new badge will be printed and available by the next day.
Meal Ticket:
e One ticket admits attendees to all four meal functions. Lost tickets cannot be replaced.
e |[f an attendee has requested special dietary preferences, they will have tickets to show the servers
during meals. If there is a problem with meal tickets, direct the attendee to the Help Desk.
Preconference & Evening Event Tickets:
e [f an attendee has purchased special event tickets, they will be included with their name badges.
e There is no printed ticket for the Tuesday Evening Event.
e Tour buses for offsite events leave promptly and WILL NOT be held for latecomers.
e Only attendees with one full day workshop or two half-day workshop tickets will have a Tuesday
Luncheon ticket.
e There are NO tickets available for Wednesday Night at the MAC.
e Send other waitlist questions and ticket issues to the Help Desk.
Raffle Tickets:
e Each attendee receives a set of ten raffle tickets that can be used to win prizes in the Exhibit Hall.
e Participating Exhibitors will have raffle prize boxes at their respective booths. Attendees write
their names on the back and drop them in the boxes during Coffee and Networking Breaks with
the Exhibitors. More information is available in the Program Book.
e |[f an attendee posts on social media using #ATALM2026, they may receive an additional set of 10
raffle tickets.

Sample Scripts:
¢ Greeting Attendees:
o “Welcome to ATALM 2026! May | have your name, please?”
Handing out Materials:
o “Here is your badge and tote bag. Would you like raffle tickets for the Exhibitor prize drawings?”
e Checking Tickets:
o “Please double-check your tickets before leaving the desk. If something looks off, the Help Desk can
fix it right away.”
o “Please note: this meal ticket covers all four meals. Be sure to keep it safe, as it can’t be replaced.”
e Exhibitor/Presenter Pass:
o “Here’s your badge and lanyard. We appreciate your support of the conference.”
o If Attendee Has Questions You Don’t Know or Want ATALM Staff:
o “That’s a great question. You can check with the Help Desk or make a note in the logbook with your
contact information. ATALM staff monitors it closely, so you should have an answer soon.”
o If Attendee Needs Directions:
o “Let’s look at the map in the back of the program book. Here’s where you need to go.”
o Expressing Appreciation:
o “Thank you for attending the conference. | hope it is a great experience for you. Please reach out if
you need anything.
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4. TICKET MONITORS — BREAKFAST & LUNCH

Location:
Ballroom 100ABC, First Floor, Spokane Convention Center

Schedule:
¢ Wednesday, September 23:
o Breakfast & Opening Ceremony: 8:30 AM - 10:30 AM
o Awards Luncheon: 12:00 Noon — 1:30 PM
e Thursday, September 24:
o Networking Breakfast: 7:30 AM - 9:00 AM
o Honoring Luncheon: 12:00 Noon — 1:15 PM

Responsibilities:
e Arrive at the Ballroom at least 10 minutes before the doors open.
e You may reserve a seat beforehand by placing a napkin on a chair.
e Confirm that everyone entering has a ticket. DO NOT take the ticket.
e Stay at your door until most attendees are inside.

Sample Scripts:

e At Entrance:

o “Good morning! May | see your ticket, please?” Most people will already have their tickets out. In that
case, just say “Welcome! Enjoy your breakfast / lunch.”

e If No Ticket:
o “I'm sorry, tickets are required for entry. The Help Desk can assist you with options.”

e If Returning:
o “Welcome back! May | see your ticket again for re-entry?”

5. TICKET MONITORS — SPECIAL EVENTS

Cultural Welcome: An Evening of Story, Song, and Celebration
Location:
Spokane Convention Center, Ballroom 100ABC

Schedule:
Tuesday, September 22: 7:00 PM — 9:00 PM

Responsibilities:
e Arrive 10 minutes before start time.
e Greet people at the doors during 7:00 — 8:30 PM.
e No printed tickets. Attendees with tickets will show notifications on their phones.
e Send any issues to the Help Desk.

Sample Scripts:
e At Event Door:
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o “Good evening! Thank you for attending. May | please see your ticket?”
e If No Ticket:

o “This event requires a ticket for entry. The Help Desk can confirm availability.”

An Evening at the MAC
Location:
Spokane Convention Center
e Buses load at West Spokane Falls Blvd., directly across from the Davenport Grand Hotel
Northwest Museum of Arts and Culture (MAC)
e Buses drop off and load at tour bus loading area.

Schedule:
Wednesday, September 23: 6:00 PM — 8:30 PM
e Three buses begin departing at 5:30 PM and run every 15 minutes.

Duties:
e Arrive 10 minutes before start time.
e Confirm that every attendee getting on the bus has a blue Evening at the MAC ticket.
e At the location, look for attendees not arriving on the buses and ask to see the ticket.

Sample Scripts:
e At Bus/ At Event Entry:
o “Good evening! Thank you for attending. May | please see your ticket?”
e If No Ticket:
o “Tickets are required for entry. Please stand to the side and contact the Help Desk to confirm your
ticket.”

6. ROOM HOSTS

Duties:
e Arrive 10 minutes early to greet presenters.
e Ensure room is tidy, water stations are stocked, and doors close quietly.
e Help attendees find seats.
e Contact AV support (number on podium) if needed.
e For unresolved issues, call/text ATALM Help Desk: 405-882-2177.
e Sign up in advance for sessions you'd like to host.

Sample Scripts:
¢ Greeting Presenter(s):
o “Hello, 'm your Room Host today. Is there anything you need before we begin?”
e Welcoming Attendees (if crowded):
o “There are open seats toward the front and sides. Please make yourselves comfortable.”
e If a Problem Arises:
o “Thank you for your patience. I'll contact staff to assist right away.”
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7. PHOTOGRAPHERS & SOCIAL MEDIA VOLUNTEERS

Duties:
e Capture photos of sessions, events, posters, and attendees.
e Upload to Whova under “Photos.”
e Post about the conference on your preferred social media accounts.
o Always use #ATALM2026 and tag ATALM.
e Email additional photos to conference@atalm.org or share via Dropbox.
e Be respectful and unobtrusive. Ask before close-up shots.

Sample Scripts:
e Asking Permission for Close-Up:
o “Would you mind if | take a quick photo of you for the conference album?”
¢ If Presenter is Speaking:
o (Gesture with camera, wait for a nod before taking a close-up.)“Hi, I’'m a volunteer helping share
ATALM on social media. Would you be comfortable if | post about your session?”

8. POST-CONFERENCE ASSISTANCE

Location:
Registration Desk, Spokane Convention Center

Schedule:
Thursday September 24: 4:30 PM — 6:30 PM

Responsibilities:
e Meeting Room Sweep: Look for items left behind, remove podium posters, and retrieve banners.
e Exhibit Hall Sweep: Look for items left behind, collect leftover materials such as poster boards, binder
clips, magnets, etc.
e Ballroom Sweep: Collect table numbers, banners, and signage.
o Assist ATALM staff with final packing and clean-up as needed.
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9. MEET THE ATALM 2026 CONFERENCE TEAM

We’re here to support you every step of the way! If you need help during your shift, you can always reach us
through the Volunteer/Help Desk at 405-882-2177.

Melissa Brodt, Interim President/CEO
melissa@atalm.org | Phone: 405-882-2177

Jess Cordes, Director of Programs
projects@atalm.org | Phone: 405-882-2177

Leslie Apple, Programs & Administrative Coordinator
admin@atalm.org | Phone: 405-882-2177

Rhonda Presley, Volunteer Coordinator
conference@atalm.org | Phone: 405-882-2177
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