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THE VOLUNTEER'S HANDBOOK
 Festival della Mente, Twelfth Edition (September 2-3-4 2016)

1. Always wear the Festival t-shirt, which allows you to be recognised by the public, as well as your Pass, which grants you access to the festival locations during your shifts. Write your name on it and do not share it or hand it over to anyone. When you are not on shift, you may use the pass to access other events, provided all other attendants who have purchased tickets have been seated, and in compliance with the location's capacity and safety regulations. The pass is not valid for approfonditaMente events nor for children's events.

2. Always remember to register when you are volunteering at an event: fill out the attendance sheet which will be used to tally your service hours for credit recognition.  

3. We suggest you always carry a copy of the festival's programme to consult whenever you are asked questions about the locations and times of events. 

4. Don't carry bulky backpacks or bags: it's important that you are able to move freely.  
5. Show up promptly at the location of the event, at the time indicated by your shift (that is, at least 60 minutes before the start of the event you have been appointed to). Punctuality is very important. You will be assigned tasks to carry out and locations to oversee. Remember the rules of conduct you should respect: keep your mobile phone shut off, pay attention to what is happening around you, be welcoming and helpful towards the public, don't chat, don't smoke, do not leave your post without warning the Location Supervisor.   
6. If for unexpected reasons you may not be present, telephone the Volunteer Coordinators beforehand at the number 3408192804 so your replacement may be organised.
7. There is a supervisor at each location who is in charge of the location and people present, whom you should refer to for any issue. The Location Supervisor is tasked with managing any problem or situation that may arise.  
8. Collaborate with the other volunteers, follow the Location Supervisor's orders, make sure the location is tidy (removing any rubbish) and that the chairs are orderly.  

9. If you are tasked with collecting tickets at the entrance of the event, make sure they correspond by checking their number or the title of the event listed.  

10. If you are tasked with reading the welcome statement and presenting the speaker, collect the sheet you will be reading from the Location Supervisor, and do not make any changes to the approved text. The speaker will be informed that his or her conference will be preceded by a welcome statement by a volunteer.  
11. If you are tasked with holding the microphone during the final Q&A with the public, remember that the mike must never be left in the hands of the members of the public. 
12. You will be informed on ticket availability, so as to provide instructions on where they can be purchased to anyone arriving without a ticket. 
13. It is your duty to remain on site at the location, overseeing the situation for the entire duration of the event. 
14. At each location, the first row of seats must be reserved for authorities and pass-holding speakers: once the event has started, if these seats have not been filled, you may remove the “Reserved” sign to free them for any attendant left standing. 
15. Before leaving the location of the event, make sure to help the Location Supervisor to clear the area, turn off the lighting and seal the marquees. 
16. Distribution of advertising materials of any sort that do not pertain to the festival is not allowed within the festival locations or to the queues awaiting entrance. Should you see anyone engaging in such activities, let your Location Supervisor know immediately.

17. Any disabled persons present at the event should be aided in entering the location: speak to your Location Supervisor to ensure they are adequately escorted to their seat. 
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