One Reel Volunteer Handbook

August 2007
Welcome Volunteer!

On behalf of One Reel, | would like to express our gratitude in advance for your
contribution to these essential community arts events. The Information contained in the
following pages will provide you with the details you need as a volunteer at this year’s
Festival.

Your time, effort and enthusiasm make our projects better, and | want you to know that
we are deeply touched by your spirit of community and helping hand. Without your
help, we couldn’t do any of it! We are proud of your efforts and hope that you recognize
how valuable you truly are. Thank You!

Sincerely,

Jaime Welker

Volunteer Program Coordinator:
Volunteers@onereel.org
206.281.7788
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About One Reel

Our Mission: One Reel is dedicated to invigorating broad and diverse live audiences
through imaginative and creative arts events of all disciplines in traditional and non-
traditional venues.

Seattle got its first taste of One Reel in 1972 on a fold-down stage mounted to the back
of a 1931 Model-A Ford. Skits like “The Nightmare Curse of the Virgin Mutant Slug from
the Tomb of Blood” and “Bigfoot Bob's Wild West” performed on that stage constituted
the One Reel Vaudeville Show, an enduring mobile institution of wacky summertime
productions. After thirteen years of various production experiences, the One Reel
Vaudeville Show gradually made a full transition into one of the Northwest's most
established non-profit special events companies, now known simply as One Reel.

One Reel is a non-profit arts, cultural and special events producer specializing in events
that inform as well as entertain. One of the oldest and most unusual Northwest arts
organizations, One Reel’s presentations of music, dance, theater, visual arts, literature
and cinema draw from a global pool of artists, often crossing geographic and cultural
lines to connect artist and audience.

Our philosophy directs us to be the first to reach new arts audiences, to make an impact
on those audiences, and to have fun doing it.

Current One Reel Projects include:

Washington Mutual Family 4th at Gas Works Park
Summer Nights Concert Series (2007)
Bumbershoot, The Seattle Arts Festival

Teatro ZinZanni (in Seattle and San Francisco)
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Introduction to the Volunteer Program

Who can volunteer?
¥ Our volunteer opportunities are many and varied. No matter what your interest or
activity level, we have something you will enjoy. We have only a few simple
guidelines to determine eligibility to volunteer:

¥ Be at least 16 years of age. Anyone under 16 must have parental permission
and be accompanied by an adult
¥ Complete an application before you volunteer (see “How do | apply?” below)



¥ Be willing to work with a team, and often with the public

¥ Attend a training session or orientation specific to your position and/or event.
We appreciate your participating in trainings— they help us match you better to an
experience you will enjoy!

Benefits of Volunteering:
¥ Each volunteer position offers its own unique rewards. Volunteering at One Reel
is an opportunity to meet people who share your love of festivals, the arts,
community service, close work with dedicated professionals, and teamwork all
while enjoying great music and art.

¥ Event volunteers are normally invited to stay and enjoy the event after their
volunteer shift is over (this includes Bumbershoot and the WaMu Family Fourth
fireworks).

¥ Volunteer shifts that do not fall on show days have a variety of options, often
including earning Bumbershoot tickets through hours worked. Make sure to tell
the Volunteer Coordinator when you sign up for a non-show day shift that you
would like to put your hours toward Bumbershoot tickets.

¥ Our favorite volunteer benefit is the volunteer recognition party we hold each
September. All volunteers are invited to attend, and along with some great
prizes, we enjoy the opportunity to thank you personally for all your work.

How do | apply?
¥ Applying to volunteer with One Reel is simple!
¥ Go to www.onereel.org/volunteers and fill out the application.
¥ Make sure to include information about your physical abilities, what you like to
do, and the events you’d like to work for.

The Volunteer Code of Conduct

We appreciate your following these essential rules of conduct — it will keep you and our
events safe and fun!
¥ Children, friends, and family members may not accompany you on your volunteer
shift but you are encouraged to tell your friends and family about volunteer
opportunities.
¥ Alcohol & Drug Policy Use of alcohol and controlled or illegal substances
before and during your shift is strictly prohibited. Doing so is grounds for
dismissal from the Volunteer Program without warning.



¥ Harassment of any kind is not allowed. It is not acceptable to harass others on
the basis of sex, age, race, color, national origin, religion, marital status,
citizenship, disability, or other personal characteristics. Doing so is grounds for
dismissal from the Volunteer Program without warning.

¥ Report any questionable activity and/or medical or security related situation to a
staff person or the volunteer coordinators.

¥ Please share your positive attitude, neat appearance, and team spirit with your
team members and the public. Your presence makes our festivals better!

The People Around You:

Your Supervisor:
¥ Jaime Welker is the Volunteer Program Manager. She is ultimately your
supervisor, and can be reached at (206) 281-7788 x216, or
volunteers@onereel.org.
¥ Graham Schneider will also be there to help out at all times during the festival.
You will also have a supervisor for your project, please listen to this person
carefully and follow all directions he/she provides. We’re relying on you!

Event Guests
¥ The Audience! All of us at One Reel, including you volunteers, are here to make
this a great event for these folks. Keep this in mind, and everyone will have a
blast!

Event Staff:
¥ Many of our crewmembers are under considerable pressure to get things done.
Please keep this in mind when interacting with them. However, let the volunteer
coordinators know if you have any difficulty with our event staff. One Reel
strives for a healthy, productive and fun environment, and we expect nothing
less from our staff.

VIP's/Sponsors:
¥ The events are made possible through the support of corporate sponsors.
These sponsors and other VIPs, like all guests, are to be treated with utmost
courtesy. There is a specific hospitality area, designed to cater to these
individuals. All Sponsors/VIPs need to have a pass or special laminate for
access into this hospitality area. For a complete list of sponsors, please see the
festival programs.



Press:
¥ Please do not attempt to answer any specific questions from the media. Press
relations are very important and should be handled only by Aubbie Beal or a
Public Relations representative. Should a member of the media/press have a
question, please ask a staff member to radio for Aubbie or the press contact
person.

Volunteer Training

Depending on your assigned tasks or events, you will be asked to participate in a
training session and/or orientation. Please make a note of these important dates as you
are invited to them -- we share very important information in these meetings.

Volunteer Shift Procedures

Volunteer Check-in
¥ Arrive 15-20 minutes early for your shift.
¥ You must sign a waiver prior to starting your shift.
¥ You are welcome to stay late to enjoy the Festival after your shift.

Check-in Locations:
¥ Now -- Mon. 9/3: Volunteer Headquarters located at Gate 2 by the Pacific
Science Center entrance off of 2™ Avenue
¥ Tues. 9/4 & Wed. 9/5: Center House 3rd Floor Lobby/Reception Area

Check-out:
¥ Remember to check-out at the end of your shift!

Be Prepared
¥ On your first shift during the Festival, you’ll be given a t-shirt to wear while you
work.
Don't forget to bring your t-shirt every day!
Wear comfortable shoes, many positions require close-toed ones.
Layer your clothing for cool mornings and evenings, and hot mid-day.
Bring a water bottle
Bring money or pack your lunch
Bring sunscreen
Arrange your transportation in advance - parking is not provided
Bike corrals are located by Gate 6T & 9T
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Amenities in Volunteer HQ
¥ Refrigerator
¥ Complimentary coffee and tea service




¥ Message Board
¥ Lounge Area
¥ Storage - HOWEVER we are not responsible for lost or stolen items

Complimentary Ticket Policy

¥ Your admission is free-of-charge on the day(s) you volunteer

¥ |If you work 8 hours on a single day during the festival, you will earn 1
complimentary ticket, valid on any day

¥ You will receive any earned complimentary tickets upon check-out of the shift for
which you earned it.

¥ Unclaimed complimentary tickets can be claimed at the Volunteer Headquarter
(HQ) Entrance

Waiver Policy
¥ In order to work the Festival, you must turn in your completed Waiver.

If You Can!t Make Your Shift (Who to Call):
¥ |If at any time you are unable to make your shift or will be arriving late, please
contact the volunteer coordinators as soon as possible. The One Reel main
office number is 206-281-7788. Remember, we rely on each and every one of
you for the success of our events!

BUMBERSHOOT A-Z

Access for persons with disabilities

Access brochures are available at all ticket gates and information booths. Patrons who
would like assistance from an Access Volunteer can ask at any ticket or information
booth. Courtesy wheelchairs are located at the Center House Info Booth.

ATMs

There are many ATMs on Festival grounds. They are located on the Key Arena roadway
next to the Information booth, The Bagley Wright Theatre, Fisher Terrace, the Stadium,
in the Center House, and at Gates 1 and 6P.

Beer Gardens
The Festival operates 8 beer gardens. A Festival laminate does not constitute as valid
ID. Bumbershoot has rules regarding staff drinking. Please refer to the alcohol policy.

Bike Parking Area

Bicycles are not allowed on the grounds during Bumbershoot but the Festival provides a
bike parking area, located on Thomas Street between EMP/SFM and the Space Needle.
Bicycle parking is free and highly encouraged.



Customer Service

It is our goal at One Reel to provide the highest level of audience satisfaction. We do
this by dedicating our time and energies to fulfilling high standards of public
consideration, respect, and good will. It is the responsibility of all staff and volunteers to
answer questions and ensure that the audience’s experience is positive. Please do
your part to make each event a smashing success on an operational and service level.
Share positive comments, save negative ones for home, introduce yourself with a
handshake and a smile.

Complaints

If you have a patron needing assistance please listen and assess the situation. The
best advice is to attempt to accommodate all complaints with a solution. If you do not
know the answer please have the patron visit an information booth or Bumbershoot
Reception.

Information Booths
Information booths are a great resource for our patrons. They feature maps, free
programs, schedules, comment and survey forms and opinions and tips from
knowledgeable staff with years of Bumbershoot experience.

. Booths are located:

Inside the Centerhouse, across from Michelangelo’s

East side of Key Arena

Roadway between Bagley Wright Theatre and the Intiman Theatre

Between the Mural Stage beer garden and the Pacific Science Center

Outside the southeast corner of the Center House, across from the Fun
Forest

The Key Arena information booth has extended hours of 11am to 11pm. All
others close at 8pm.
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Bumbershoot Reception

Bumbershoot Reception, located on the third floor of the Centerhouse, offers customer
service support to all our fabulous Festivalgoers as well as sponsors, vendors,
employees, interns and production staff. They answer Bumbershoot phones and direct
callers to appropriate people and provide general Festival information. Reception’s goal
is to direct, assist and inform. If you have someone with special needs or requests,
please send them to reception.



Customer Service Reward Program

If you witness another staff member going out of their way to assist a customer please
tell us about it. Visit Bumbershoot reception to fill out a form telling us who it was and
what they did. Each morning we will host a drawing and several folks will win great
rewards — tickets to shows, certificates for dinner, etc.

Emergency Situations

With the number of visitors present during our events, we are likely to experience minor

first aid problems like cuts, bruises, heat exhaustion, etc. Occasionally, there are

serious medical problems such as heart attacks or broken bones. To effectively

manage such an emergency situation, keep the following points in mind:

¥ At Bumbershoot and Family Fourth, there is a Red Cross station located on the
grounds. Please refer to your map.

¥ The injured person is your number one priority.

¥ Remain calm. Getting excited, overreacting or yelling doesn’t help anyone.

¥ At the first available moment, locate a staff member with a radio and have them
radio base.

¥ |If you are unable to make any contact via radio, call 911.

¥ Please stay with the injured person until a staff member or emergency personnel
release you. Your familiar face will be comforting once other crew people begin to
arrive.

The safety and well being of staff and patrons is our highest priority.

Incident Reports

If a person is injured or property is damaged on the event premises, an incident report
must be filled out at the time of the accident. Examples of accidents are: backing into a
pole or building with a vehicle, someone trips and needs medical attention, or damage
of property.

Lost and Found
All lost and found items are turned into Bumbershoot Reception.

Lost Kids & Lost Parents

A child separated from their parents is terrifying for both the child and the parent.
Please be sensitive to their concerns and assist them as much as possible. Locate your
supervisor, tell them what’s happening, and ask them to radio base. Please stay with
the child and/or parent until your supervisor has the situation under control.

KidSafe Wristbands

Parents and guardians may provide contact information and obtain a free numbered
wristband at any information booth on-site that could help to reunite them with a child (or
adult with disabilities) if they become separated at the event.



Mainstage Passes

Evening shows in the Memorial Stadium (“Samsung Mainstage”) require a separate free
pass obtainable while supplies last at the outdoor Information Booths inside Festival
grounds. You must present your Bumbershoot Festival ticket stub for that day to receive
a Mainstage pass for that evening’s show. One Mainstage pass per person/ticket stub.

Media/ Press

Bumbershoot attracts a large media crowd. If approached by a member of the media
please make them feel welcome at the Festival but avoid answering questions. If they
would like information about the Festival assist them in contacting our Public Relations
Director, Aubbie Beal. Press HQ is in the Alki Room. Hours are 11am to 8pm.

Radios and Phones

The phones and radios at the Volunteer Check-In area and Production Compound are
primarily to be used by staff, and for incoming calls regarding volunteering at the
festival. Staff cell phones are also for company use. Please do not ask to use these
phones.

Rain or Shine:
Regardless of rain, activities will occur as scheduled.

Transportation & Parking:

Parking is at a premium at our events and is not provided for staff or volunteers. The
best method is to carpool, ride the bus (Metro rider information 553-3000), ride the
Monorail, walk if you are near Seattle Center, or arrange a friend to drop you off.

King County Metro offers many routes that run to and from the Seattle Center and
surrounding areas. Please see the Metro trip planner for routes that service the Seattle
Center at http://tripplanner.metrokc.gov/cgi-bin/itin_page.pl?resptype=U

Ride the Monorail! The monorail runs daily every 10 minutes between Westlake Center
and the Seattle Center from 9am to 11pm. For more info visit
www.seattlemonorail.com/information.htm.

The Shuttle A special shuttle run will be available on all three days of the Festival. The
shuttle operates from the Northgate Park-and-Ride lot at Northeast 112" Street and 5
Avenue Northeast, and from the Northgate Transit center at 1°* Avenue Northeast and
Northeast 103" street. The fare is $2 each way. The return trip boarding location at the
Seattle Center for the Northgate shuttles is eastbound on Mercer Street, just east of
Third Avenue North.
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