


Agenda

8:30 Welcome & Overview
Introductions - Name & Organization

8:45 Project Leader Timeline &         
Responsibilities

9:15 Registration Update & Promotion

9:30 Meeting Wrap Up



Introductions
Name

Organization
Project 



Update
• 36 projects
• 521+ volunteers 

registered: 45% full
• Online registration 

closes: Wed., April 15



Project Leader Timeline 
and Responsibilities



Day at a Glance
Sat., April 18

8:15 am Project Leaders at your locations
8:45 am Volunteer Arrival & Check-in

at project sites (early birds!)
9:00 am Project work begins
Varies Projects end (before 12 noon)



– Have necessary supplies available and ready to use
– Be sure to provide water; volunteers bring bottles.
– Have additional help (crew leaders).
– Manage check-in station (volunteer lists, waivers, information 

on your organization, service hours).
– Assign volunteers to various tasks; ensure number is 

appropriate.
– Be prepared for emergencies (first aid supplies).
– Keep your cell phone ON and CHARGED!
– Have a plan for trash (2 central locations).
– Contact CSD with questions and when project complete.
– Deliver folder to CSD at Heather Farm Swim Center lot by 1 p.m.

Project Leader Responsibilities
Coordinate All On-Site Activities



Project Leader Responsibilities
City of Walnut Creek Waivers

• Waiver form required for ALL volunteers (includes crew leaders):
– Each adult must sign waiver (spouse cannot sign for both).
– Minors (under 18 years): Parent must sign.
– Families (parents/spouses/children): Use 1 waiver (PLEASE).

• Waiver includes liability release, photo release, and emergency 
contact information.

• YOU must have a signed waiver for ALL participants.
• All waivers must be turned in to CSD at end of project.
• Your organization may need 

separate waiver!



• Sign in volunteers and collect completed waivers 
• Keep accurate list of adults 

and youths at your project site
• Do final cross-check of forms 

and list
• Suggestion: Recruit another 

person to help you

Project Leader Responsibilities 
On-Site Check-In: Full-Time Job



What about Youth without forms?

• FILL OUT a blank waiver form with youth name, 
parent name, parent cell phone.

• CALL parent and seek permission. Ask for parent 
email address for follow up.

• DOCUMENT permission on form and your signature. 
NOTE on sign-in sheet.

• TURN IN with all forms. ADVISE liaison of these 
phone-approved waivers. 



Waiver Form





Waiver Form Practice

• Look at the photo of the CSD Volunteers

• How should the form be completed?



Situation 1

1 parent + 3 minors



Situation 2

1 form (spouses) OR 2 forms (friends) 



Situation 3

1 form (brothers with parent signature) OR 
2 forms (friends/parent signatures) 



Project Leader Responsibilities
Project Leader Folder 

• Project Leaders will receive a folder for their specific project 
on Fri., April 17.
– CDS Contact Information & Emergency Instructions
– List of volunteers/sign-in sheet (as of April 16, 5:00 pm)
– Blank Waivers
– List of “overflow” projects
– Trash locations

• Keep all signed waivers in this folder. 

• Keep multiple projects separate, please! (separate folders)

• Post-project: Return folder with waivers, to CSD at 
Heather Farm Swim Center Parking Lot by 1 pm.



• Folders, waivers, list of 
volunteers

• Heather Farm Swim 
Center parking lot. Take 
YVR to San Carlos, turn 
left at Heather Dr.

• Unavailable on Friday? 
Arrange with CSD . . . 

Project Leader Responsibilities
Pick-Up of Folders

Fri., April 17, 4-5:30 p.m.



Trash Locations
You must separate 
waste, recyclables, and 
green waste (organics).

Bring trash and green 
waste to one of two 
locations: 
• Heather Farm Park
• Civic Park

Please bag recyclables 
and place in your 
home recycling bin.



Trash Locations
You must separate 
waste, recyclables, and 
green waste (organics).

Bring trash and green 
waste to one of two 
locations: 
• Heather Farm Park
• Civic Park

Please bag recyclables 
and place in your 
home recycling bin.



• YOUR go-to person on April 18.
– CSD committee member . . . May be someone 

you don’t know
• Handles questions that arise, issues to 

resolve, etc. – by phone or in-person.
• Visits each project at least once.
• Has extra waivers available.
• Has cell phone ON and CHARGED!

CSD Liaison Responsibilities



Questions?



Promoting Projects Is Key
What are WE doing?

• Nutshell 
• Banners (70)
• Posters at community 

facilities
• City websites
• Social media (Facebook, 

Next Door)
• Email blasts to CSD contacts 

(limited list)
• Other outreach

What must YOU do?
• Posters and signs
• Fliers
• Website
• Emails to your members –

single subject, in particular
• Social media (Facebook, 

Instagram, Next Door)
• Targeted recruitment 

(scout troops, neighboring 
churches)



Pick up materials
Friday, April 17, 4-5:30 pm

Heather Farm Swim Center Parking Lot
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