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

The main goals of the Edmonton Folk Music Festival Safety crews are: 

1. Maintain safe Festival grounds and ensure the best experience for all attending the Festival. 
2. Protect the physical and personal space of all persons on the Festival grounds. 
3. Wherever possible, property lost on Festival ground is returned to owners.
4. Maintain safety of EFMF property and valuables.
5. Emergencies on Festival grounds are handled safely and in accordance with the Emergency Response Plan.

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 
[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).]

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

Safety Manager - Reporting to the Manager of Volunteers, and working alongside the Production Manager during the festival, the Safety Manager provides support and guidance for safety coordinators before and during the festival. This person is responsible for liaising with law enforcement, and plays a key role in the festival’s Emergency Response Plan.



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, being on time, etc.]    

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 and Policies 
[Indicate any step-by-step procedures or policies volunteers need to know for your crew.  Include any specific opening and closing procedures i.e. returning radios at the end of the night. 

We’ve included some policies below as a starting point.]

Smoking/Vaping 
Smoking is allowed in designated areas only. Refer to the site map in the Volunteer Pocket Guide for smoking location information each year.

Lost Children
During your volunteer experience you may encounter a lost child: a parent trying to find a lost child or even a child trying to find their parent.
Seek out help from a Festival Liaison volunteer (yellow vests), take the child to the Information tent, or Festival Liaison tent (if the Information tent is closed). Liaison and Info tents are located behind Mainstage; check your map for the exact location. Direct all parents to the Info/Liaison tent when looking for their children. 
There must be two volunteers with a lost child at all times.
First Aid 
The First Aid tent is only operating during festival times. Call or report to the site office outside of those times. 

Direct injured individual to First Aid Tent. Provide assistance if the individual is having mobility difficulties. First Aid will call for an ambulance.  
Incident Reporting
A detailed incident report is used to document infractions of the Festival Code of Ethics or any Festival Policies and/or for reporting of incidents (including injuries) involving patrons, concessionaires, staff, volunteers or artists. Report forms are available from your Coordinator, at Volunteer Services, or in the Production Office.

Major infractions requiring immediate attention should be directed to your Crew Coordinator or the Manager of Volunteers and an incident report should also be filled out.



Patron Questions

Lost Children
Contact a Festival Liaison volunteer (yellow vests) or take children to the Information tent (or Festival Liaison tent when closed). Direct parents to Info/Festival Liaison when looking for their children.

Lost and Found
All lost and found items should be taken to the Information Tent (look for the balloons!) Direct patrons who inquire about lost or missing items to the Information tent. After the festival, patrons can call the Festival Office to claim or inquire about items. 

Sunscreen and bug repellent
Emergency sunscreen and bug repellent may be found at the Information tent.

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.]

Teardown Post-fest
Site Teardown
In most cases, we still ask that 50% of each crew comes out to help with general Site Teardown. This is a 3-4 hour shift anywhere from the first day post-festival up until 2.5 weeks after and volunteers may sign up following these instructions.
Crew Specific Teardown
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.

[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 send a copy of 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 Volunteer Standards, Expectations, & Workplace Harassment Policy 
· Read the Volunteer Pocket Guide provided during crew meetings and available in the Current Volunteer section of the EFMF website. 
· Complete ProTect training. This course is not mandatory but is recommended for Safety crews.





Bystander Intervention 
All information on Bystander Intervention is from SACE’s Bystander Prevention PDF. For more information, check out sace.ca/learn.

What is Bystander Intervention?
The first step in bystander intervention is to understand and recognize sexual violence. Sexual violence is any unwanted or abusive behaviors that are sexual in nature including sexual harassment and sexual assault. 

The 4 D’s of Bystander Intervention 


Direct 
· Address the situation head on. 
· Consider using the DESC Conflict Resolution Model. (see below)
· Check with the person being harmed.

Distract 
· Indirectly de-escalate the situation. Examples: 
· Change the subject
· Insert yourself into the situation
· Strike up a conversation with either party

Delegate
· Get someone else involved. Examples: 
· Tell staff or authority at the location. 
· Find the person’s friends. 
· Brainstorm with others. 

Delay 
· Follow-up with the person experiencing harm to check in and offer support. 

DESC Conflict Resolution Model 

D Describe the situation

E Express why you’re concerned

S Specify what your want them to do 

C Consequence - highlight the positive consequence for listening to you
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