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Introduction
[Welcome volunteers to your crew. Brief explanation of what is in the manual.]

Crew Description 
[Outline the purpose of the crew.]

Coordinator Contact Information 
[Include Coordinator and Assistant Coordinator names, telephone numbers and email address. If there is other contact information that needs to be shared with volunteers, include it here. Feel free to include a photo of yourself!]

Other Crews We Work With 
Your crew: [Do you work closely with other crews, staff or contractors? List them here including their duties that intersect with your work. Include how you support each other and how to access them (i.e. volunteers contact the crew coordinator).]

From the Kitchen Manager - The Festival Kitchen is a collaboration between 8 different crews - we all work together as one larger team. Before the festival, the Festival Kitchen works with the Site Kitchen and Site Kitchen Sous crews.

Briefly, here’s a description of the responsibilities of each sub-crew:

Beverage crew: Sells reusable cups, prepares and serves cold and hot non-alcoholic beverages.

Commissary: Receives and organizes the food order. Distributes ingredients to the kitchen crews. 

Dessert: Bakes desserts and breads, prepare and serve desserts.

KP: Cleans and sanitizes the festival kitchen dishes. 

Environment: Keeps the kitchen sanitized, manages garbage and recycling, refills hand soap and paper towel, washes kitchen rags and aprons.

Main course: Prepares and cooks main courses and some ingredients for the salad crew. For example roasted vegetables. 

Platter crew: Prepares and builds various pre-ordered food platters for various festival crews.
 
Salad Crew: Prepares and makes salads and salad dressings for each meal.

Serving line: Serves meals and preps fruits for the salad bar. Preps food for after parties. Preps and serves continental breakfast during the festival.


Roles & Duties 
[Include all of the roles on your crew and outline the duties of each. The structure of each crew varies.] 


Festival Kitchen Staff

General Kitchen Manager - this person oversees all site and festival kitchen operations and creates the menu.

Kitchen Assistant(s) - Responsible for sourcing all the food and kitchen supplies. They assist the Kitchen Manager with the operation and logistics of the Platter crew, kitchen deliveries, food safety, food service, and equipment repairs.

Coordinator 

· Include main roles and responsibilities. 

Assistant Coordinator 

· What does the Assistant Coordinator do that is different from the Coordinator?


Shift Leaders 

· Do you have shift leaders on your crew?

Volunteers

· Are your volunteer tasks split into different roles?

Expectations 
[Any expectations you have of your volunteers. i.e.: cell phone use.]   

What to bring to your shift?
[Outline items volunteers should bring to their shifts. i.e. water bottle, sunscreen, etc.] 

Where should you go when you arrive on site and where to put your stuff?
[Identify where volunteers should go on site for their first shift. Be specific. Volunteers can find the site map in the Volunteer Pocket Guide. The guide is available in hardcopy for pick up at crew meetings or in digital format on the website. 

Let volunteers know if they can store their personal items in your area or if they should go to Volunteer Services.]

Schedule/Shifts 

· [How does it work for your crew? Do you want volunteers to arrive 15 minutes before their shift starts?
· When can your crew expect their schedule? 
· Are there any pre or post shifts?
· Anything unique for your crew?
· How does your crew manage meal times?
· Is switching shifts allowed?]

Procedures & Policies 
[Add any specifics related to your crew’s working areas or storage systems. Below are some general kitchen policies provided by Stéphane.]

· Sign into the time sheet binder located at the Kitchen Manager’s desk (see map for location). A sheet with your name will have already been created in your crew’s section.
· Make sure all kitchen volunteers wear proper personal protective equipment (PPE) including footwear with covered toes, rubber gloves and rubber aprons when washing dishes.
· Wash your hands often during your shift, tighten up or cover your hair if you have long hair (Hair nets and nitrile gloves are available at the Kitchen Manager desk).
· Remove your apron when leaving the kitchen and when you use the washroom.

Basic Food Handling 
[Add any specifics related to your crew’s working areas or storage systems. Listed below are a few provided by Stéphane.] 

· Use food thermometers to make sure all warm food is at least 75 degrees celsius. 
· Avoid having fresh meat, cold cuts, fish, dairy, and other prepped food sitting at room temperature for an extended period of time.
· Label the containers using masking tape with name and date all prepped food.


Setup and teardown procedures

Crew Set up
· [Date/time/location
· Format – indicate whether your crew has a dedicated set up crew, or if these tasks are completed by the volunteers on the first shift
· Make sure to check crew equipment and supplies to ensure you have everything required and it’s in good working order.
· List all duties during set up shift – e.g. Put up signs following installation instructions, set up tables and chairs, retrieve communication supplies, golf cart pick up, etc.]
Tear-Down Post-fest
Each crew is responsible for managing the teardown of their area. Ensure all inventory is stored in good condition and that your area is left as you found it at the start of the festival – clean and free of any unwanted items.
Rock boxes will be picked up and stored by Site, and Site Schleppers will collect tables and chairs (please break down and stack for pick up). Ensure any expirable items (such as batteries or pens) are removed and returned to the office if still usable.
In most cases, we still ask that 50% of each crew comes out to help with general Site Teardown. This is a 3-4 shift, and volunteers may sign up in their myvolunteerpage.com account.
[Include date/time/location
Include format – indicate whether the crew has a dedicated teardown shift following the festival, or if these tasks are completed by the volunteers on the last shift.
List all duties e.g. collapse tables and chairs and stack near the edge of your area for pick up
· Ensure the following items are completed when packing up your crew area:
· Complete your inventory sheet digitally or on paper, and return it to the Festival Office.
· Pull all unwanted items out of your bins and recycle/dispose of them.
· Make sure your rock boxes are packed for winter. Batteries removed to prevent corrosion. Remove all liquids, as well as any wet, damaged or expired items.
· Ensure that all equipment being packed away is clean and dry.
· Return vehicles if applicable (return of vans and cargo vehicles will have been arranged by the Vehicle Coordinator; golf carts and gators should be free of garbage and clean upon return to the Production Office).
· Return any radios or communication devices to the Communications trailer.
· Take down signs and compare them to your sign inventory. Dispose of any signs that are no longer required or make note of those that need replacement/updating for next year. Return signs to the Signage area next to Tool Crib.
· Ensure your area is exactly as you found it. Compost, recycling and garbage should all be taken to the appropriate bins and not left in your area.]

[*If your crew uses any kind of paperwork/forms, insert copies here and reference them in their duties above.]
Add any additional reading or training
[Identify any additional readings or training required for your crew. Include what it is and how they can access it.]

· Read the Code of Ethics and Harassment Policy located in the Volunteer Section of the EFMF website. 
· Read the Volunteer Pocket Guide provided during crew meetings and available in the Volunteer section of the EFMF website. 
· Food Safety Basics Interactive course, free through Alberta Health Services. Further information will be provided by Stéphane or your Coordinator. Once you have completed the course, upload your certificate to your volunteer profile under “Certifications”.
· Festival Kitchen Presents: Cuts and Chops – Watch this  video from Stéphane to give you an idea of how some of our ingredients are prepped.
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