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Volunteer Handbook


As a nonprofit organization we rely heavily on the support of individuals and businesses.  Thank you very much for volunteering your time and talents to make BUZZ PRODUCTIONS a great organization!  We truly appreciate your help!

We know that your time is valuable and we would like to be as organized as possible in order to make the most effective and beneficial use of your time.  Therefore, the Executive/Artistic Director and operation’s staff have established the following policies and procedures that will be helpful to BUZZ PRODUCTIONS and to you as a volunteer.  

BUZZ PRODUCTIONS volunteers help in a variety of various areas within the theatre. Our goal is to help the Executive/Artistic Director and staff with necessary tasks, promote the operation and development of the organization, and ensure that we are providing the children with an enriching educational experience.  It may be helpful for you as a volunteer to be familiar with BUZZ PRODUCTIONS mission and vision statements. 
Mission Statement
To inspire creativity and confidence, provide cultural enrichment, and instill a love of the theatre arts in young people through quality education, training, and performing experiences in musical theatre.
Vision Statement
To provide a fostering environment, to train all our young actors to succeed in all aspects of musical theater while enriching the Austin’s artistic culture
Volunteer Committees
We have a number of pre-production and production committees for which you can volunteer.  
Pre-Production Committees
Pre-Production Committees are committees that are active at any time during the year.  The

Time-commitment varies throughout the semester and prior to productions/show performances.  The Preproduction committees and their major responsibilities include:   
· Fundraising – Submitting suggested fundraisers to the Executive/Artistic Director for approval and organizing fundraising activities. Examples: Bake sales, program ad sales, special events, etc.  We hope that all families will participate in fundraising events, however participation is optional.  The members on this committee will help to set-up and promote the fundraisers.  The funds raised will be used to purchase specialty items for BUZZ PRODUCTIONS (i.e., a keyboard, a sound system, etc.) or for programming events (i.e., a special pre-performance, field trip, cast party, etc.).   
· Publicity – Promoting community awareness about our organization and specifically promoting ticket sales for our performances. This can be accomplished by posting flyers/posters, distributing school flyers,

forwarding email show posters, etc. The Executive/Artistic Director will handle contacting all media, send press releases, and post all online calendars of events etc. If you have suggestions for media contacts or online calendars please email the Executive/Artistic Director. 
· Sponsors/Ads Sales – Working under the direction of the Sponsorship Committee of BUZZ PRODUCTIONS to obtain season sponsorships as well as character and advertising sponsorships for our "show programs" 

· Snacks/Concessions – Organizing and running snacks during classes/rehearsals and selling concessions before and during all performances.
· Merchandise – Assisting the Executive/Artistic Director ordering merchandise, with prior approval, to sell to students/patrons throughout the year and operating the "gift shop" during performances (i.e., show shirts, flowers, souvenirs, etc.)
· Costumes – Assisting the Costume Designer to make costumes for our productions.  (Sewing ability is not required.  Believe it or not, there are many things required in making costumes that don't involve sewing.) Assistance is also needed to take costume measurements during the first few weeks of classes. 
· Set Construction – Assisting the Scenic Designer to build and load in/load out the set.  Again, this doesn't just imply carpentry skills.  There is also a lot of painting and general labor involved. 
· Props – Gathering the prop pieces that are necessary for each different production.  
Production Committees
Production Committees are active during production week/performances.  The time commitment is more specific and short term.  The major responsibilities of production committees include: 

Technical Assistance
Assist the Technical Director with sound, lighting, stage help as needed during performances.  Unless otherwise indicated, Stage/Tech Crew must be available to help during all full cast and dress rehearsals, as well as performances).
Dressing Room Monitors
Supervision of the cast while in dressing rooms/offstage areas during all full cast rehearsals, dress rehearsals, and performances.  Male and female volunteers are needed as we have separate boys and girls dressing rooms.  Dressing Room Monitors may be assigned to different dress rehearsals and performances, so you may not need to be available to help at every performance. We want you to be able to sit and watch the show as an audience member when not working backstage. Dressing Room Monitors are asked to please arrive 15 minutes before the cast call time so we are prepared to send the students to the dressing rooms as they arrive. 

Box Office/Greeters/Ushers
Assisting the House Manager by selling tickets and acting as door greeters and theatre ushers at performances.  

Cast Parties
Planning and organizing the cast party after each production.  
Each committee is led by a co-chair.  The co-chairs will contact volunteers with specific assignments and tasks that need completed.  They may also choose to hold periodic committee meetings to keep committee members/volunteers up to date on their respective committees.  The co-chairs should direct questions/concerns to the Production Stage Manager and Executive/Artistic Director. 
Monthly Meetings

The Executive/Artistic Director and/or Volunteer Coordinator will hold a monthly volunteer meeting (usually the first Friday of each month) to update all volunteers on upcoming events and volunteer tasks at the theatre.  The Executive/Artistic Director may want to meet with the committee co-chairs more frequently.  
All decisions by any of the committees must be approved by the Executive/Artistic Director before being announced.  All paperwork involving the collection of money from sales or other activities must be submitted to the Operations Manager in a timely manner.   
Donations

We are a non-profit organization with various operating and building expenses therefore, we rely heavily on monetary donations.  We may also borrow items or ask for needed items to be donated by individuals or groups in an effort to minimize production costs.  In other words, we will do whatever we can do to make things work in an effort to produce the play at the lowest cost possible without sacrificing the quality of the work.  All donations, large and small, are appreciated and count toward to end product – the presentation of the play.
Reimbursement

There will be a number of items that will need to be purchased for each production.  All purchases made by committee chairs or volunteers must first be submitted in writing and approved by the Finance Manager.  To ensure that you, Volunteers/Chairs/Staff Members, will be reimbursed in a timely manner be sure to follow this guideline.   Please do not expect reimbursement for a purchase without prior written approval from the Finance Manager.  
We appreciate your understanding and cooperation on this policy as we establish ourselves as a theater company dedicated to all children.  

VOLUNTEER POLICIES
· Building Rules – At no time are students, parents, volunteers or guests to be in unauthorized parts of the building that are identified as restricted areas with "Do Not Enter" /“Private Property” signs.  These are areas of the building that we do not occupy.  Violators will be removed from the program.
· Arrival Time – Volunteers that are scheduled to work at performances (Dressing Room Monitors, Concessions, Tech Crew, etc) are asked to get there before “call time” in order to be in place and ready when the performers and patrons begin to arrive. 
· Zero Tolerance – BUZZ PRODUCTIONS has a zero tolerance policy for tobacco, drugs, alcohol, harassment, and violent/aggressive behavior.  

· Food and Drinks – May only be consumed in designated areas.  With the exception of bottled water, cast members should never eat or drink while in costume.  
· Cell Phones – Are to be turned completely OFF when inside the theatre, dressing rooms, or backstage areas!  This policy is for everyone (no exceptions) including students, parents, patrons, and volunteers.
· Be Respectful – While in the theater all persons, students/cast members, parents, siblings, volunteers and guests, act respectfully by:

1) Not running

2) Not playing with any props/scenery that may be on stage

3) Sitting in the chairs properly to avoid injury

4) Not putting feet up on the chairs

5) Remaining quiet
6) Turning off cell phones
· Restricted Areas – At no time during performances, rehearsals and/or classes is anyone, including volunteers, parents and guests, to be in cast/crew areas (i.e., the theatre, classrooms, dressing rooms, backstage, and/or technical areas) without specific permission.  Volunteers are not to go backstage or any other area when they are not scheduled to work.  
Attire & Duties 
· Arrival and Sign In/out – 
1) Upon arrival to work a designated time period for a show with BUZZ PRODUCTIONS, all volunteers (including parents and guests) must sign in with a Buzz Production’s staff member.
2) At the conclusion of the designated work period, volunteers must sign out.
· Badges – 
1) Volunteers will be provided a “Volunteer Badge” which must be worn at all times during scheduled work time(s).
2) At the conclusion of the designated work period “Volunteer Badges” must be returned to BUZZ PRODUCTIONS staff before leaving the building.
3) Volunteers/Parents/Guests that have not been scheduled to work a specific performance or anyone (including volunteers, parents, guests) without a “Volunteer Badge” will not be permitted in any area of the facility, i.e., backstage area, tech booth, dressing areas or kitchen.

· Scheduling – 
1) The Executive/Artistic Director will complete the volunteer schedule in advance of the performances in order for all volunteers to have an opportunity purchase a ticket and enjoy a performance as an audience member.  Every consideration will be made in order for volunteers to select which performance they prefer to attend as an audience member.  We appreciate everyone’s cooperation on this matter.
2) Volunteers should plan to be scheduled to work a performance they do not plan to attend.
3) Volunteers are asked to please stay in their designated area during the entire event.
4) Volunteers are not permitted to be in the theatre to watch any part of a performance they are scheduled to work.
· Leader and Role Model – As a volunteer, you are a leader and role model.  Please remember as a leader and role model to promote a positive, welcoming environment at all times.  It is expected that all volunteers will take the first step in defining proper behavior for the safety and wellbeing of the children and will show professionalism around children, parents, and other volunteers at all times.  Volunteers are asked to dedicate their time for the benefit of ALL the children at BUZZ PRODUCTIONS.  
· Language/Behavior – Volunteers will refrain from inappropriate language and behavior.
· Unattended Students – Volunteers are not to leave students unattended at any time before, during, or after a rehearsal or performance. 
· Never Alone – Volunteers are never to be alone with a student, other than their own child, out of the view of others.   

· Disciplinary Action – The Executive/Artistic Director will decide if any disciplinary action is necessary.  If a behavioral issue should arise with your own child, please try to address it out of the view of others.   All volunteers should be familiar with the Student and Parent Handbook.  If you have a behavioral issue with a student, you may issue a verbal warning, then you must alert the Executive/Artistic Director as soon as possible about the incident.
· Handbook – Please refer to the Handbook if you have questions regarding our building rules, discipline policy, etc.  

· Questions – As a volunteer, you may be approached by others including parents, guests or theater patrons who ask questions that you cannot answer.  Please refer any questions you receive to the appropriate person:
1) Questions regarding the theatre and its artistic direction, etc. should be referred to the Executive/Artistic Director, Katie Brock via email at kaytea71@gmail.com or a conference appointment may be scheduled via email or phone call (512-317-8360).   
2) Questions regarding finances and building issues should be referred to the Operations Manager, Dave Napier.  
3) Questions regarding registrations, tickets, tuition, etc should be referred to the Operations Manager, Dave Napier.  
4) Questions, concerns, comments on volunteering should be directed to the assigned Volunteer Coordinator. 
5) Questions regarding tickets, merchandise, etc. should be referred to the Finance Manager Pat Berger. 
Remember, it is better to direct a question to the right person, than to give the wrong answer.  If someone does ask you a question, please try to email the Executive/Artistic Director as soon as possible to let her know of the situation, concern or question so that it can be clarified for the future. 
We thank you so very much for being a part of BUZZ PRODUCTIONS. We cannot operate without our volunteers. Your continued support is much appreciated!  We sincerely appreciate your adherence to our rules and policies.  Our goal is to provide a fun, safe, and PROFESSIONAL atmosphere that promotes a good learning environment so that we may provide the best program possible!  Disregard for any of these policies may result in immediate conference with the Executive/Artistic Director and possible removal from the program.  

Respectfully,
Katie Brock

Founding Executive/Artistic Director  
BUZZ PRODUCTIONS
By signing below you are stating that you have read and agree to the terms above:

Signature:__________________________________   Date:_____________________________
Buzz Productions                              512-317-8360
www.buzzproductions/weebley.com


