
Thank you for requesting Ambassadors to assist with your event! 

Steps 

1. Submit the request form found at http://www.uregina.ca/student/ssc/leadership-

opportunities/ambassadors/request-form.html a minimum of two weeks before your event. 

2. The Student Success Centre’s Ambassador Program Coordinator will confirm your request was 

received 

3. The Ambassador Coordinator will email all ambassadors about your volunteer opportunity.  

Volunteer emails are sent every week on Monday mornings.  Facebook is also utilized to 

promote volunteer opportunities.   

4. The Ambassador Coordinator will collect the names of ambassadors who are able to volunteer 

and will send the Ambassador’s names and email addresses approximately three days before 

your event (or on a date that was agreed upon date by you and the SSC).  If you require more 

information about the volunteers, please specify. 

5. The host unit is required to send the Ambassadors a confirmation email.  Please include all 

applicable information, including: 

a. Dates, time and meeting location 

b. Contact person to check in with 

c. A brief description of what to expect and possible duties 

d. Other information as needed 

6. On the day of the event, assign duties to Ambassadors as they arrive. 

Note: Ambassadors are well trained on event basics and how to represent the University of 

Regina in a positive light.  However, they require specific information on your event and any 

duties that are expected of them.  We can arrange for you would  to meet with your event 

Ambassadors before the day of your event if you so choose. Please contact 

ambassadors@uregina.ca to confirm pre-event training. 

7. Please send Ambassadors a thank you email after the event. 

 

 

Host Unit’s Responsibilities 

 Send a reminder email to Ambassadors with required details a day or two before event. 

 Have a contact person that Ambassadors can check in with at event and who will assign duties.  

 Take attendance of Ambassadors.  Report to the Student Success Centre if any of the 

Ambassadors do not show up for their shift 

 Send a thank you email to Ambassadors after the event. 

 

Ambassador’s Responsibilities 

 Ambassadors are expected to be on time for the event and meet at the location specified by the 

host unit.  

 Ambassadors will wear their Ambassador t-shirts. 

 Ambassadors will follow instructions given to them by host unit staff. 

 Ambassadors are expected to be friendly and eager to help any way possible. 
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