2007 Site Map
V on Patio-indicates Volunteer Headquarters/Hospita  lity area
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WELCOME TO A GREAT FESTIVAL _ _
Location and Parking Map

Welcome and thank you for your generous help. We hope you
will enjoy the wonderful adventure of working with our festival,
meet new friends and enjoy your volunteer experience. Please
take a moment to read through the information in this booklet. If
you have any questions, please contact your crew coordinator or
the festival volunteer coordinator, James Brophy.

VOLUNTEERS ARE THE HEART OF THIS FESTIVAL. We
value your feedback, so please let us know what we are doing
well and what we could improve.

Enjoy the Festival!
Tamara Kater, Executive Director coordinator@ottawafolk.org

Chris White, Artistic Director cdwhite@sympatico.ca
James Brophy, Volunteer Coordinator volunteers@ottawafolk.org
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Ottawa Folk Festival Evening Schedule
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Important Ottawa Folk Festival Dates

Site Walk for NEW volunteers:

Wednesday, August 15 at 6:30 pm
The Site-Walk is an opportunity for new volunteers to
become familiar with the site. Meet Festival Staff at the
Ron Kolbus Lakeside Centre, Britannia Park.

Festival Set-up: Monday, August 13 to Thursday August 16

Festival Schedule: Thursday August 16 to Sunday, August 19
Thursday August 16
Gates open 5:00 pm
Main Stage Concerts from 5:30 to 11:00 pm
After Party for artists and volunteers from 11pm to 1:30

am in the Lounge the Travelodge Hotel Ottawa West (1376

Carling Ave.) Bring your instrument!

Friday, August 17
Gates open 5:00 pm
Main Stage Concerts from 5:30 to 11:00 pm
Additional Evening Programming  in the Ron Kolbus
Lakeside Centre from 9:00 to 11:00 pm
After Party for artists and volunteers from 11pm to 1:30

am in the Lounge the Travelodge Hotel Ottawa West (1376

Carling Ave.). Bring your instrument!

Saturday, August 18
Gates open 10:30 am
Daytime Stages from 11:00 am to 5:00 pm
Main Stage Concerts from 5:30 pm to 11:30 pm
After Party for artists and volunteers from 11pm to 1:30

am in the Lounge the Travelodge Hotel Ottawa West (1376

Carling Ave.) Bring your instrument!

Sunday, August 19

Gates open 10:30am
Daytime Stages from 11:00 am to 5:00 pm
Main Stage Concerts from 5:30 pm to 11:00 pm

Festival Site Tear-down Mon. Auqust 20 & Tues. August 21
3




Volunteer Appreciation Package

One Festival Volunteer admission bracelet, valid for 4 Volunteer Meals

days On Friday, Saturday and Sunday Chef Jerry Champagne and his
One copy of the Festival Program team will serve a variety of tantalizing hot and cold food from
One Volunteer crew T-shirt 11:30am to 7:30pm inside the Hospitality Tent located on the patio
An invitation to the Festival Parties for volunteers and of the Ron Kolbus Lakeside Centre.

performers every night of the festival

Meals while on shift Friday, Saturday and Sunday Volunteer Schedule

Ottawa Folk Festival sampler CD If you are unable to work a shift, please give your Crew

Co-ordinator at least 24 hours advance notice.

Volunteer Standards of Conduct Thursday, August 16

As a valued member of the Ottawa Folk Festival Volunteer team: Shift Times Crew Location

I will be a responsible ambassador for the Festival and
represent the Festival in a positive way;

I will remember that festival goers are the reason why we
are here; | will be respectful of their seating needs.

I understand that my festival admission bracelet and t-shirt

is non-transferable and remain the property of the Ottawa Friday, August 17
Folk Festival and can be repossessed under the following Shift Times Crew Location
conditions:

-if | attempt to bring alcohol onto the site;

-if 1 use or possess illegal substances on site;

-if | commit illegal, violent, or unsafe acts;

-if I am under the influence of alcohol or drugs while

on duty;

I understand that if I consume alcohol while off duty, | am pp— Saturday August19 :

- -
expected to drink responsibly and not wear my volunteer t-
shirt;
I will fulfill all volunteer responsibilities;
I will not use Ottawa Folk Festival property or monies for
personal advantage;
I will maintain confidentiality with respect to all Ottawa Folk
Festival information and records; Sunday, August 20
I will not record any folk festival performances Shift Times Crew Location
(audio/video)
| will leave my pets at home

Think of what you can do to make the festival goers experience

a great one and your fellow volunteer's work easier




Volunteer Responsibilities

Important Phone Numbers

It is vital that volunteers present the Festival in a positive manner
Crew Info and accept the following responsibilities:
Follow the volunteer code of conduct (see above)
Be on time for all meetings and activities associated with your
task — this will lighten the load for everyone.
Inform your Crew Coordinator as soon as possible if you are
unable meet any of your responsibilities.
Pick-up your Festival volunteer bracelet and T-shirt prior to
Crew Co-ordinator Info Festival, as pre-arranged with your Crew Coordinator.
Wear your Volunteer T-Shirt and name tag while on shift. This
identifies you as a volunteer to the audience. Remember you
are a representative of the Festival and should be helpful and
courteous to Festival goers.
You are likely to be asked questions to which you may not have
the answers. Please seek out the answers or direct the
guestion to another volunteer or organizing committee member.
Before starting your volunteer shift, sign in with your crew, get a
Other Info name tag and read binder notes.
Contact your Crew Coordinator if you are having difficulties,
and/or contact the Volunteer Coordinator if the difficulties are
unresolved.

Smile, and enjoy your time at this magical event!

Volunteer Rights

To be identified as a volunteer, and treated as staff.

To be well informed about the Festival program and Festival
procedures.

To feel comfortable with the tasks assigned to you.

To be recognized for your contribution to the Festival.

To know what is expected of you.
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Evaluation of Volunteers

Each Crew Coordinator is expected to be aware of the
performance of all the volunteers on her/his crew. The Crew
Coordinator, along with the Volunteer Coordinator is responsible
for dealing with difficult situations.

Further Information

If you have any questions about your volunteer responsibilities,
please contact your Crew Coordinator. If you have any other
guestions or concerns about volunteering at the Festival, please
call the Festival office at 613-230-8234.

Volunteer Seating
Please be courteous to festival goers regarding seating, especially
in front of the stages.

Items to Remember

Health Card Rain gear and windbreaker

Hat and sunglasses Insect repellent

Sunscreen Comfortable clothing and
footwear

Warm clothing for evening Blanket and/or low chair

Reusable mug and/or water Card listing allergies or
bottle medical conditions, if
Emergency Contact Info Card | applicable

The Ottawa Folk Festival

As well as putting on the summer Festival, the Ottawa Folk
Festival holds concerts throughout the year. The Ottawa Folk
Festival office operates year-round. It is located in the Glebe,
near the corner of Bank St. and Fifth Avenue.

Ottawa Folk Festival,

Suite 107A, 858 Bank Street,
Ottawa, Ontario

K1S 3W3

Phone: 613-230-8234

Fax: 613-230-7887

E-mail: festival@ottawafolk.org
Website: www.ottawafolk.org

Ottawa Folk Festival Team

Artistic Director - Chris White: cdwhite@sympatico.ca

Executive Director - Tamara Kater: coordinator@ottawafolk.org
Volunteer Coordinator - James Brophy volunteers@ottawafolk.org
Site Coordinator - Jeff Smeltzer: siteoperations@ottawafolk.org
Box Office Coordinator - Roland Robichaud festival@ottawafolk.org
Web and Graphics - Jon MacDonald: graphics@ottawafolk.org
Artist Liaison - Tom Werbo: artistliaison@ottawafolk.org
Production and Site Management- Peter MacDonald
Sponsorship Development- Warren Hik

Board of Directors

Pam Marjerrison, President
Lynn Chiarelli, Vice President
Steve Robinson, Treasurer
Alan Marjerrison

Karen Flanagan McCarthy
Roberta Huebener

Carol Noel

Claudia Radmore
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Photography Crew
Photographs performers, sponsors’ signs, and the audience.

Plate Crew
Distributes and picks up plates at concessions; refunds plate deposits
to the public; transports and washes plates.

Safety & Traffic- Parking Crew
Directs traffic in the parking lot.

Safety & Traffic-Security Crew
Patrols the site, maintains crowd security, and enforces policies;
always act in consultation with the Head of Security.

Signage Crew
Puts up and removes sponsors’ signs at the appropriate stages for
different sponsored workshops.

Site Maintenance Crew
Keeps the Festival site clean.

Site Operations Crew
Sets up, maintains, and tears down the Festival site.

Production Crew
Assists the stage manager at the different stages.

Survey Crew
Surveys the Festival audience to get feedback on the Festival.

Vendor Liaison Crew

Assists Site Operations Coordinator with vendor and artisan needs.
Please note that there is NO ALCOHOL permitted in the Bazaar.
The Festival could lose its Liquor License if anyone is found drinking
inside the Bazaar area.

VIP Check-in
Helps the performers, guests and sponsors check-in. Located at
Trolley Station.

Volunteer Headquarters Crew
Keeps volunteer HQ running smoothly, helps with volunteer
communications. Located on the patio.
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General Volunteer Information

Volunteer Hospitality

WATER - You can fill your bottle at Volunteer Headquarters, in the
Hospitality Tent. If you are unable to leave your post, we will have
a water crew delivering refills to the remote areas.

FOOD - On Friday, Saturday and Sunday, all volunteers who are
working will be provided with meals. Snacks and water will be
available at the Hospitality Tent, located on the patio of the Ron
Kolbus Lakeside Centre.

Personal Belongings

There will be space to leave your personal belongings in
Volunteer Headquarters in the Hospitality Tent. Please leave all
valuables at home. The Festival is not responsible for
anything lost, stolen or damaged.

Festival Parties

One of the benefits of being a volunteer is attending the Festival
Party and jam for volunteers and performers. The Festival Party It
takes place at the Travelodge Hotel Ottawa West, 1376 Carling
Ave. every night of the festival. We've even got a shuttle to take
you there and back downtown.

**Mark your calendar for the post folk-fest get-tog  ether on
Sunday, September 16, at 1pm. Location and detail s TBA.

Bike Parking
Bike can be left locked up in the bicycle-parking compound near

the main gate. Donations for this service are invited but they are
not mandatory.

Buses

OC Transpo bus #18 goes right to Britannia Park. Further Folk
Buses will be added to supplement service between the Festival
site and Lincoln Fields.

Buses #2, 85, 97 and 172 will drop you near the park. For more
information, call OC Transpo at 613-741-4390 or ParaTranspo at
613-244-7272 (TDD 613-741-5280).
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The Gray Line Shuttle will operate between the Glebe, the
Travelodge hotel and the Festival site during hours of festival
operation. See the last page of the festival program for the
schedule.

Bus service (both shuttle and OC Transpo) will run until at
least midnight each night of the festival. Please ask at the
Info Booth for more information.

Parking
Limited free parking is available at the edge of the Festival site in

Britannia Park. For more information, please see the map on the
back of this booklet, or call the Festival office at 613-230-8234.

Lost Child Protocol
The Information Booth is where lost children should be taken and
lost parents should be sent.

Special Needs

A section of the Shade Tent in the CUPE Main Stage area will be
reserved for people with Special Needs. A Handicapped
Washroom will be located nearby. Please direct people with
special needs to this tent.

First Aid Tent
The First Aid Tent is located near the Info Booth. The tent will be
staffed at all times.

No Pets, Please!
Pets are not permitted on the Festival site.

Volunteer Crews

Bicycle Parking Crew
Provides a secure lock-up for bikes near the main gate. For 2007,
this crew will be operated by Pathway Patrol.

Box Office Crew
Sells tickets at main gate, and exchanges tickets for wristbands.

Food and Beverage Crew
Plans, prepares and serves delicious food for volunteers, performers
and staff.

Floater Crew
Assists other crews when they are short-staffed.

Hospitality Crew

Ensures a great festival welcome for performers, volunteers and staff.
Oversees the Green Room, Artist Riders and the Hospitality Tent
located on the patio.

Information Booth/ Raffle Tickets/ Silent Auction C rew

Sells Festival raffle tickets, answers questions, gives out free
programmes, and takes bid on items in the Silent Auction. This is
where lost children should be taken and lost parents should be sent.

Instrument Lock-up Crew
Handles the secure storage of performers’ instruments and other
personal items.

Kid Zone Crew
Coordinates activities for children and families.

Media Liaison Crew
Assists members of the media who are visiting the Festival; arranges
on-site interviews for members of the media.

Performer Transportation Crew
Greets performers at the airport and transport them between the
airport, hotel and site.



