
 
 

Volunteer Handbook -  EBVM Skills Day 2015 

 
General role 

- To assist with the running of Skills Day by providing support to the delegates, and to act as a 
representative of RCVS Knowledge. 

Specific duties 

These include, but are not limited to: 

- Helping set up the venue for the event 
- Welcoming and registering delegates on arrival  
- Directing delegates to sessions and facilities (cloakroom, lavatory, exhibition room etc) 
- Welcoming delegates on their arrival at sessions and thanking them for coming at the end  
- Encouraging delegates to sit at the front to allow back seats for late comers or session swappers  
- Moving the roaming microphones around the room for questions in sessions  
- Time-keeping of session speakers  
- Ushering delegates in and out of sessions and to the refreshments/exhibition area 
- Acting as a point of contact for the speakers  
- Acting as a general representative of the event at all times, and being prepared to take a pro-active 
approach to your role by offering assistance where a delegate looks like they may need it  
 
Scope and boundaries 

You are welcome to say who you are and where you’re from. Delegates often find it interesting to 
learn of the range of people assisting an event.  
You are not expected to answer questions about RCVS Knowledge, EBVM or any of the Skills Day 
content – please refer/direct them to the RCVS Knowledge stand in the Assembly Hall.  
We require you to study the programme for the day so you are knowledgeable about the schedule, 
you will be provided a copy on the day to carry with you.  
You are not expected to directly address issues about delegates’ comfort, food, drink or health and 
safety – please draw this to the attention of venue staff or Verity Mitchell (acting Head of Events). 
 
Attendance 

You will be on site from 8.15 to 18.00 on the 30th October 2015. Please arrive promptly. 

Attire 

You will need to dress in all black smart tailored clothes. Jeans, leggings, vests, sandals, and trainers 
are not appropriate. If you are wearing a black t-shirt/polo shirt/long sleeve top then it must be plain 
and high collared (ie. not v-neck). You will be in a public-facing role for the whole day so must look 
professional. You will be standing most of the day, so comfortable footwear is a must! 

Aptitude and abilities 

- A warm, friendly and outgoing manner  
- A professional appearance 
- A confident and clear communicator  
- The physical and mental stamina to meet the demands of a day spent in a public-facing role  



 
 
Entitlements 

- You will be provided with a 1 hour lunch break with food provided  
- You will have two 20 minute breaks, where you can help yourself to refreshments from the 

catering area (hot drinks and biscuits) 
- You will be stewarding the sessions, so will be able to listen to the speakers – if you have a 

specific talk you would like to see then email Verity Mitchell asap and I will try my best to 
arrange it 

- We will reimburse you for reasonable travel expenses; you will need to return the expense 
claim form to us no later than the 13th of November. 

Conduct 

This is an important event and you must act in a way that positively reflects RCVS Knowledge, 
therefore please:  
- Make our delegates feel welcome and contribute to their overall enjoyment of the event. We want 
them to come again and to recommend the event to others!  
- Be aware that you are on duty whenever you are on view. If you are on a break you are still 
expected to help a delegate if they ask you a question, and you are expected to act in a professional 
manner at all times. 
- If you are asked a question which is outside your assigned role, do your best to find or direct them to 
someone who knows the answer  
- Do nothing which might detract from delegates’ ability to enjoy or learn from the event. They have 
paid, and in a number of cases, travelled some distance, to come to this event. 
- Remember that at all times you are an ambassador of the RCVS Knowledge team and the EBVM 
initiative. We would not expect your conduct to bring the event, the charity, or the EBVM initiative, into 
disrepute – if this is the case we reserve the right to not reimburse your travel funds. 
- Enjoy! This is your event too, you are stewarding the sessions so will be able to hear some of the 
talks.  
 
The venue 

The venue is Church House, Dean's Yard, London SW1P 3NZ. This is a conference centre set in the 
head quarters of the Church of England. Located off Parliament Square, Church House Conference 
Centre is within easy walking distance of both Westminster and St James’s Park underground 
stations, and Victoria, Waterloo and Charing Cross mainline train stations. 

http://www.churchhouseconf.co.uk/  

The event 

EBVM Skills Day is a one day seminar that closes the gap between EBVM theory and daily veterinary 
practice, equipping practitioners with the tools they need to make evidence-based practice work for 
them. There will be approximately 130 delegates at the event, and they will range from veterinary 
practitioners to academics. The full price ticket costs £170 and we were also offering a group rate and 
bursaries for student and veterinary nurses. 

The preliminary programme can be found here. 

http://www.churchhouseconf.co.uk/
http://knowledge.rcvs.org.uk/document-library/ebvm-skills-day-2015/

