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VOLUNTEER RESPONSIBILITIES: CHECK-IN SUPPORT 
 

Check-in volunteers are key component to preventing the spread of COVID-19.  For the 2020 Race Season, MiSCA’s 2020 Race Series Plan 
for COVID-19 Compliance and Mitigation requires all volunteers and athletes to be screened for common COVID-19 symptoms per CDC and 

MHSAA guidelines.  Screening requires a temperature check using a non-contact thermometer and three (3) questions.  Athletes will be screened at 
the entrance to the time trial start staging; volunteers will be screened at the First Aid/Course Marshal tent. 
 

The primary responsibility for Check-In volunteers will be to check-in and screen athletes at the entrance to the start staging area.  Volunteers will 
use a custom application on a laptop computer to enter an athlete’s plate number and record COVID-19 screening results.  Screening requires 
asking three (3) questions (provided on a whiteboard for athletes to read), verifying the athlete’s body temperature is under 100.3 degrees 
Fahrenheit using a non-contact infrared thermometer, and ensuring the athlete is wearing an adequate face covering to enter the staging area.  
Check-in volunteers may also be asked to ensure athletes know (1) what course they are following and (2) how many laps they need to do. 
 

Check-in volunteers may also be tasked to assist the Lead Course Marshal with volunteer check-in and screening and equipment sanitizing, 
depending on need. 
 

Race staff will always be in the staging area to assist with any issues, questions, or concerns that arise during your shift! 
 

This volunteer position requires frequent interaction with athletes, volunteers, and/or staff; physical distancing may not be possible at all 
times!  A mask is required!  Eye protection is advised but not required.  Disposable gloves and safety glasses are available upon request.  Hand 
sanitizer and disinfecting wipes will be at the Check-In tent for use. 
 

GOALS AND TASKS 

• Screen participants for COVID-19 per CDC and MHSAA guidelines; 

• Verify athletes are wearing an appropriate face covering before entering the staging area; 

• Ensure athletes know what course they should ride (Advanced vs. Intermediate vs. Beginner);  

• Ensure athletes know how many laps they must complete;  
 

PROCEDURES 
1. Enter Plate Number into the Check-In Tool and click “SEARCH” 

2. A message box may appear: 

a. If the rider is TOO EARLY (more than 2.5 minutes ahead of their assigned staging time): Request the rider comes back to check-

in closer to their staging time to avoid crowding in the staging chute. 

b. If the rider is LATE, but BEFORE THEIR START TIME: Check-in the rider and send them directly to the staging staff member for 

instructions. 

c. If the rider is LATE and AFTER THEIR START TIME: Check-in the rider and send them directly to the staging staff member for 

instructions.  

3. Ask the rider the COVID screening questions and select either “NO” or “YES” for each question. Questions will be posted for riders. 

a. Have you, in the past 10 DAYS, come into close contact with someone who tested positive?  YES OR NO. 

b. Have you, in the past 10 DAYS, had a sore throat, cough, or shortness of breath?  YES OR NO. 

c. Have you, in the past 10 DAYS, had a temperature over 100.3 degF?  YES OR NO. 

4. Ask the rider to hold the inside of their wrist within 1 inch of the thermometer on the tripod.  They should not touch the thermometer!  The 

thermometer will beep once and flash green LEDs if the rider’s temperature is below 100 degF.  If the thermometer beeps several times 

and flashes red LEDs, the rider’s temperature may exceed 100.3 degF.  If the display shows above 100 degF, the rider may take a second 

or third temperature to ensure it is not an erroneous reading.  If it remains above 100 degF, enter their temperature in the input box in the 

tool and send the rider to the First Aid tent for secondary screening and instructions.   

5. If the tripod thermometer is no working consistently, a handheld forehead infrared thermometer will be available for backup use.  Instruct 

the rider to lift their helmet and hold their hair out of the way.  Hold the handheld thermometer at arm’s length within 2 inches of the rider’s 

forehead and depress the trigger until a beep is heard. Verify the temperature visually 

6. Verbally tell the rider what their STAGING POSITION is and instruct them to stage at the post labeled with that number 

7. Click “SUBMIT”.  The tool will write data to the spreadsheet. 

8. If you make a mistake (wrong rider checked-in, accidentally put “YES” to a COVID question. . .), don’t worry.  Just START OVER with the 

plate number.  New data for a rider will always overwrite old data. 
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