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Sara Squire

Festival Project Co-ordinator
01392 270253
07788 432427

Susannah Shaw
Festival Director


01392 270253
07946 348103

Kari Nygaard

Education Co-ordinator

01392 270253


Kitty Wheeler Shaw
Volunteers Co-ordinator




07525492732


Phoenix Box office


01392 667080


Phoenix Admin



01392 667060


Phoenix Digital



01392 667066


Spacex Activities Officer

01392 431786


The Plough



01805 624 624


Vue Exeter



0871 224 0240


Rougemont Thistle 


0845 305 8357


Exeter Central Library

01392 384 223


Thelma Hulbert Gallery

01404 45006

GENERAL INSTRUCTIONS

Dress Code

 Please wear a black top, tidy, plain, comfortable clothes and shoes (skirts aren’t always appropriate for the workshops). Jeans are fine. You will be issued with a Volunteer ID lanyard on your first shift.

Representation

You are representing Animated Exeter at all times whilst on shift or wearing the Volunteer ID lanyard. Please refrain from swearing or abusive language or inappropriate behaviour.

Volunteers Meeting

There is a volunteers meeting scheduled for 5.00pm on Tuesday 31st January at Exeter Phoenix. Please try to attend if you can, as we will be covering vital health and safety information and this saves a lot of time before your first shift. If you cannot make this meeting please report to Sara Squire 30 minutes prior to the start of your first shift for a brief introduction and a health & safety run through.

Shift Schedule

We do our best to give you the shifts you want and the places you want them but with over 15 volunteers this is not always possible.  The schedule changes daily so please do not be offended or upset if your position has changed. Please notify Sara Squire and Kitty Wheeler Shaw as soon as you know your going to be late or cannot make a shift. The schedule is flexible so please contact Sara Squire and Kitty Wheeler Shaw if you need to change any of your shifts. If you are really keen to attend an event or screening please ask for the day off and attend as a guest.

First Shift

Please turn up 30 minutes early for your first shift (except during schools week or the first shifts of the day) Bearing in mind the Exeter Phoenix opens at 9.30am and Spacex 10am (except during School’s Week). School’s Week opens at 9.45am. Sara Squire will meet you and will give you a brief introduction and brief for your shift and future shifts. If your first shift is at Exeter Phoenix and you didn’t attend the volunteers meeting 9 it is necessary to do a quick five-minute tour of the building and the fire escapes so please ensure you have plenty of time.

Breaks

If your shift is over four hours you are entitled to a break. Please arrange this between yourselves. There is always more than one volunteer on duty. If for some reason you are the only volunteer in a workshop, go to lunch at the same time the workshop breaks. Please inform the tutor or staff member on duty of when you are going on your break. Ensure you are never left responsibly for the children in a workshop whilst the tutors have their lunch. THERE MUST BE A TUTOR PRESENT AT ALL TIMES

Expenses

To claim expenses you MUST keep ALL RECEIPTS. Expenses CANNOT and WILL NOT be paid with out them. Volunteers are entitled to the following expenses:

Travel
-

Covers local travel within Devon (if driving keep petrol receipts and 


record mileage, keep all bus and train tickets as well as parking 


tickets)

Lunch - 

Up to £5 if working a full day shift or a split shift. If you are only 


working a half-day shift or four hours you are entitled to £3 for a drink 

and snack. As a volunteer you are entitled to a staff discount of 20% 

at the Exeter Phoenix Café/bar, but only when wearing a volunteers ID 

badge. DO NOT expect your discount if you do not have this, the staff 

have no obligation to give it to you as they don’t know who you are.

PLEASE NOTE ALL VOLUNTEERS SHOULD HAVE A NAME BADGE WITH A 20% DISCOUNT CARD ON THE BACK – THIS GIVES YOU 20% DISCOUNT ON ALL PHOENIX CAFÉ/BAR FOOD. YOU MUST SHOW YOUR CARD TO GET THE DISCOUNT

Complimentary tickets


Volunteers are entitled to complimentary tickets for any of the films or events that are part of Animated Exeter. Please ask Sara Squire. To claim your comps please turn up 30 minutes before the screening and see box office with your volunteer ID. They do however have a list of your names, so some photo ID should suffice. Volunteers do not get complimentary places in the workshops and can only experience them as a participant by booking in advance and paying full price (sorry but places are in high demand and very limited).

Complaints or grievances

Please direct all complaints or grievances or difficult situations from either from yourself, another volunteer, tutor or the public to Sara Squire on 07788 432 427 as soon as possible after the complaint arises.

Health & Safety

Please read through the Child & Vulnerable Adult Protection Guidance thoroughly and return the signed contract that you have read, understood and agree to abide by. 

Accidents / Emergencies

Please report ALL accidents, no matter how small to Sara Squire who has an accident book. Follow emergency procedures under the direction of a member of Animated Exeter staff or tutor or the venue staff. If a member of venue staff or tutor are not available and you cannot get hold of Sara Squire or Susannah Shaw (very unlikely), use your judgment in the situation and if necessary call an ambulance or the fire brigade. DO NOT ATTEMPT TO PUT OUT FIRES OR GIVE FIRST AID YOURSELF

VOLUNTEER JOB DESCRIPTIONS

ALL VOLUNTEERS

Familiarise yourself with the programme, all events, workshops and films and ask for further information if you need to. Try to engage the public in the festival and encourage them to attend other events in the programme.

SCHOOLS WEEK (6 - 10 Feb) 

WORKSHOP ASSISTANTS  (Exeter Phoenix Gallery)

Responsibilities: To check daily schedule for details on schools and numbers in workshop. Greet the first group on arrival and make yourself known to the Animated Exploration guide and teachers. You are there to assist the workshop tutor and the guides with basic animation, equipment operation and group coordination. Help the children and the tutors.

PUBLIC WEEK (11 – 19 Feb)

ANIMATION WORKSHOP ASSISTANTS  (Phoenix / Spacex / Library / Exeter College)

Responsibilities: To check with respective box office for bookings

ie. Collect Register and Parental Consent Forms from Box Office. Check consent forms with tutor and ensure all children are signed in and out. Get coffee / tea for tutors. Help tutor with animation support and encouraging participants generally.  Make sure all participants fill in evaluation sheets if necessary. Help clear up during and after the workshop. 

STEWARDS (Phoenix) 

‘Front of house’ activities: Ensure standees are erected at every event in the auditorium. Try to engage people with a passing interest in the festival. Try to encourage them to book  events happening that day or to book future events. Make sure you are aware what workshops still have spaces, which exhibitions they may want to see.  Usher audiences into auditorium for screenings handing out programme notes and evaluation where necessary. At the end of the screening open the doors and collect evaluation if needed. 

INFO DESK ASSISTANTS (Phoenix)

Monitor the Animated Exeter info desk in foyer of the Phoenix. Ensure you are up to date with what is on that day, what still has spaces, where the venues are. Assist box office staff with giving information. Engage the public, tell them about the festival and encourage them to book tickets, have a look round the exhibitions. Always remember to mention the other venues.

PHOTOGRAPHIC ASSISTANT (all venues)

To assist Festival Photographer with all aspects of festival photography. Includes being responsible for all photographic release forms. These can be collected from Sara Squire

TECHNICAL ASSISTANTS (Phoenix)

To assist Technical Manager with all technical specifications for events

VENUE DETAILS

Exeter Phoenix 





Box Office: 01392 667080

Bradninch Place

Exeter EX4 3LS

Spacex Gallery





Tel: 01392 431786

45 Preston Street

Exeter EX1 1DF

Exeter Central Library




Tel: 01392 3845200

Castle Street

Exeter EX4 3PQ

Exeter College





Tel: 0845 111 6000

Centre for the Creative Industries, 

Victoria Yard, off Queen Street

Exeter EX4 3SR

PARKING

The best places to park are in any of the long stay car parks. If you intend to drive in please let Sara Squire know before your first shift and she will supply you with a parking map. The best car parks are called Howell Road, Bystock Terrace (opposite the Clock Tower) or for the other end of town the Cathedral and Quay (closes at midnight). Please keep your parking tickets if you wish to get expenses.

CITY CENTRE AND VENUES
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UNIVERSITY OF EXETER 
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Campus Cinema 

Queens Building & Devonshire House
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