Running Sheet:

7am - Committee members to arrive

Kev and Bruce to check video equipment and microphones

Kaye to make sure breakfast and tables are ready

Kaye to make sure float and receipts are available

Colleen to check lighting and test torch

Colleen to meet Qantm and TAFE reps to set up stalls

Kaylene to make sure surveys are at door

Kaye to make sure Mentor booklets at the door

Kaye/Kev to check tables for Mentors

Bruce to have questions ready for Mentors

Bruce to set up powerpoint for Mentor introduction

7.20am – Bronwyn, Kaylene and Kaye to set up at door

7.20am – Mentors to arrive for breakfast – Jenine to meet and direct to breakfast

7.30am – Breakfast available for Parents/Teachers/Invited guests

7.45am – Mentors to assemble in Auditorium

7.45am – Jenine and Tanja to brief mentors and key note speakers

7.55am – Bruce to announce event to begin in 5mins

8.00am – Tanja to introduce Melinda Horton to open event

8.10am – Tanja introduces Kaylene to explain survey

8.15am – Tanja introduces first bank of mentors 

8.17am – Jenine speaks (5mins)

8.22am – Kristie speaks (5mins) 

8.28am – Deb speaks (5 mins)

8.33am – Tanja introduces question and answer time from the audience – Bruce to take roaming microphone and repeat questions back to floor

8.48am – Tanja introduces next bank of mentors and gives explanation of the Long and short of IT.

8.50am – Sharon (5mins) and Alison (60 sec)

8.56am – QANTM – Jess & Donna (5mins) – TAFE – Joyce & Jessica (60secs)

9.02am – Rebecca (5mins) 

9.08am – Tanja announces Q & A time – Bruce to take roaming microphone and repeat questions back to floor

9.21am – Vote of Thanks; Event close; informal time

* Colleen to flash torch at back of room to signal end of talk/questions

Information for Mentors:

· Arrive 7.20am

· Breakfast will be provided

· Assemble in Auditorium on stage by 7.45am

· 5 mins is the MAX

· Colleen will flash the torch as a signal to wind up

· Feel free to bring audiovisuals/CD/interesting object related to career

