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Branch Volunteer Eventbrite Guidance 

Registration, Reporting, and Face to face (F2F) activities Feedback 

In order to streamline delegate check-in and collect feedback consistently at F2F meetings, 

please now follow the Eventbrite process below. If you will be at a location without Wifi, 

please complete a paper record of these details and then complete the Eventbrite system at 

the earliest opportunity. It is important we collect F2F registration and attendee details as we 

do for virtual meetings. 

PROCESS 

Once your business case for the F2F activity has been approved, you must submit an 

‘Eventbrite Request Form’ to your Regional Manager/Branch Co-ordinator (RM/BC) who will 

then return it with the unique registration link. Further detail of the trial for F2F activities, 

including the business case can be found on the IOSH Volunteer Portal. 

 

1) Setting up registration: 

Step 1: Complete the ‘Eventbrite Request Form’ and submit it to your RM/BC: include 

time, date, location, maximum capacity of venue, meeting description and speaker. If there’s 

any special instructions about access (parking, accessibility) or light refreshments, etc., your 

RM/BC will use this information to populate the required fields to create an Eventbrite 

registration page and registration link. 

Step 2: Once you receive the Eventbrite registration link from the RM/BC, double 

check all the details are correct. 

If any amendments to the registration page are needed, let your RM/BC know immediately 

so they can make the changes. Or, in their absence, email networks@iosh.com. 

Promote the meeting as you normally would (via Committee Mailer, LinkedIn, etc). 

Once registered, the registrant will receive an email confirmation from Eventbrite with their 

“ticket” which includes an order number and a PDF of their ticket, which also contains their 

unique QR code. 

Don’t forget that committee members will need to register too. 

Step 3: To view your current registrants at any time, you need to log into Eventbrite and use 

your branch email and password (please check with your Chair if you don’t have these), or 

request Eventbrite send you a one-time login link to your branch inbox. 

If you have problems gaining access contact your RM/BC. 

Step 4: Once logged in, click on “Manage my events”, then click on the current event where 

the options for “Orders” and “Attendee List” appear under “Manage Attendees”. 

Please note that most of the other visible functions are disabled. 

 

2) Checking in registered delegates at the meeting 

Step 1: Please prepare before travelling to the meeting by ensuring you have downloaded 

the Eventbrite App and have successfully accessed the account. 

https://iosh.com/my-iosh/volunteer-portal/networks-toolkit/branch-meeting-planning/
https://iosh.com/my-iosh/volunteer-portal/networks-toolkit/branch-meeting-planning/
mailto:networks@iosh.com
https://www.eventbrite.co.uk/signin/
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Step 2: At the meeting, check in registered delegates as they arrive. 

If an attendee arrives without a ticket: 

- If there are places available within the capacity agreed: please ask them to register 

using their mobile phone so that their attendance can be recorded.  

- If the meeting bookings are at full capacity but there are no-shows just before the 

meeting starts: you can allow them to attend but please capture their attendance 

(and if an IOSH member) and record this to your RM/BC. 

There are two ways to check in delegates:  

Before booking check if the venue has a guest Wi-Fi you can use or a regular mobile phone 

signal. 

Option 1. (Recommended) Mobile phone App - Download the Eventbrite Organiser App 

on your mobile (see images below) and login using your branch email and password. 

Click on the “live events“ button which will list your 

current events. Then click on “Check-In” at the bottom 

where you can either search by attendee name or email, 

or alternatively there’s the option to scan their QR code 

for a faster check-in process. 

Please note that several volunteers can be logged in, to 

check in attendees. This is useful especially when many 

delegates might be arriving at the same time. 

 

 

Option 2. (Alternative) Laptop/tablet/mobile internet browser - Use your Branch laptop (or 

personal device) and login to your Eventbrite account using any internet browser. Click on 

“Manage my events”, then onto your current event. Here you can expand the “Manage 

Attendees” button and then click on “Check-in” where you can search by name or email. 

Once you have found the person, click on the “Check in” option next to their order. 

On the rare occasion that these two check-in options are not available (for example, known 

no internet at the venue or some site visits where mobile phone signal is not guaranteed) 

print a list of the registrants (as close to the start time as possible for the most up to date list) 

before arriving at the venue. 

You can do this by logging into your Eventbrite account, click on “Manage my events,” then 

onto “Reports” where you can export the list of registrants to Excel and then print. 

Check in delegates manually on the paper list and send a clear photo/scan of the list to your 

RM/BC after the event. Ensure the paper copy is then destroyed straight away and deleted 

from your device to comply with GDPR. 

 

3) Collecting delegates’ feedback 

Your RM/BC will provide you with the Survey Monkey QR code (this is the same code for all 

branch F2F activities). This will enable delegates to directly access the feed-back survey to 

fill in. For reference the QR code is shown below: 

https://www.eventbrite.co.uk/l/Organiser-check-in-app/
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Please display the QR code at the meeting, asking all attendees to follow the link to 

complete the survey, preferably there and then. 

The Networks Team will then send the results of the survey to your branch inbox, (similar to 

virtual meetings). 

 

4) GDPR (General Data Protection Regulation) 

Please remember all IOSH staff and volunteers (globally) need to comply with GDPR 

requirements. 

When using Eventbrite volunteers can see the email addresses and names of registrants. 

This data should not be shared or used for any reasons other than relating to the 

meeting. If there is a need to contact a delegate, then it should be through the Branch inbox 

and not your personal or work email address. If more than one attendee needs to be 

contacted with the same message, then you must use the blind copy function for the 

recipients’ addresses. This legal responsibility lies with the data processor (you) and not the 

Institution. 

For any issues or queries/ problem solving 

- If you forget your Passwords 

o If you need a new Eventbrite password, a reset link can be sent to your 

branch inbox through Eventbrite 

o If you need to reset your branch inbox password, please log an IT request 

through your RM/BC 

- If you have problems downloading the App, please use the alternative check-in 

option by logging into Eventbrite on the branch laptop or check and see if someone 

else on the committee is able to download the App and do the check-ins instead.  

- If you have problems at check in due to data, networks connectivity or Wi-Fi issues: 

please record attendance numbers manually (members/ non-members) 

- Issue with survey monkey QR code? Please let you RM/BC know and they can email 

attendees with the survey link. 


