
Volunteer for Refuge – Your Relief Centre!
	Division:
	City of Melbourne, Arts & Culture - Arts House

	Role Title:
	Arts House Volunteer  - REFUGE – Your Local Relief Centre 

	Role Position:
	Volunteer (various roles)


Please Note: all Volunteers engaged by the City of Melbourne are required to undergo a Police Check and a Working with Children Check as part of the pre-engagement process. Associated costs will be covered by the City of Melbourne for the Police Check. Volunteers will be required to fill in an online form and attend a Post Office to complete the Working with Children Check.

	Event Summary

	What is Refuge?
Refuge is an annual creative day of preparation.  Following a very successful event in 2016, on the weekend of 11th November 2017, Arts House will host Refuge – a disaster preparedness rehearsal for local residents, businesses and community groups at North Melbourne Town Hall. Refuge asks as a community how can we come together to collectively respond to disasters? Working with Emergency Services, community organisations and lead by Artists, Refuge looks at how we ensure that our community is prepared. For more information please read the Refuge page on the Arts House website http://www.artshouse.com.au/events/refuge/ 
Who is involved?

· Artists and community members from North Melbourne and surrounds

· Emergency Management Victoria, Red Cross Australia, SES Victoria, Save the Children and other emergency services

· Community organisations and advocacy organisations such as The Gender & Disaster Pod, Legal Aid Victoria and others 

About Arts House: 
Arts House is a core program of the City of Melbourne and our home is the North Melbourne Town Hall. We support new and diverse ways to make and experience art providing a nexus for cultural expression and social connection in a city environment. www.artshouse.com.au 


	Role Summary – FOH Volunteers

	The Volunteer Front of House roles will assist with managing the public’s experience of Refuge 2017 at Arts House and will have a key role in supporting the realisation, presentation and public access & information for Refuge, in liaison with Arts House Producers and Front of House staff.

Front of House Volunteer’s will be responsible for welcoming the public to the North Melbourne Town Hall, being fully aware of the artists projects, workshops and events that are happening in the building during the day, assisting with general enquiries and assisting participants & public to navigate the Arts House program..

All Refuge events, workshops and participatory opportunities will be presented and received by the public in different ways and Front of House Volunteers play a key role in understanding how the public will experience the event. 
Thirty Front of House Volunteers will be appointed across 3 main areas. As pairs, the Volunteer’s will work together to manage the workshops and artworks or events of a particular type:
· Information Desk / Reception Area
· Level 1 (all areas)
· Roving 
There will be shifts allocated according to the schedule. 
Volunteers will work with key Arts House staff including Front of House and the Volunteer Coordinator. 
Volunteers will not replace the work of Front of House staff or Producers but will assist both roles.
Volunteers will treat all artists, artworks, external service providers and patrons with the utmost respect at all times. 
Volunteers will be supervised and instructed by a City of Melbourne employee on their duties. 


	DATES AND TIMES

	Briefing & Site Walk Through
Attendance at the Briefing and Venue Induction is compulsory. The REFUGE program will be explained in detail, Volunteers will be inducted into the Venue and the tasks associated with each role will be discussed. It is the time to meet key staff and other Volunteers. Volunteers will be charged with assisting artists and artworks, events and procedures including the schedule of how the public will experience REFUGE.
WEDNESDAY 8 NOVEMBER 2017 5.30pm – 7pm
Compulsory Briefing and Induction. 

Refuge Schedule:
The Refuge event will run during the below  times:
SATURDAY 11th November 2017
Shift 1: Volunteers will be expected to arrive on site at 11am SATURDAY 11th November 2017 

Shift will run from 11.30am – 5pm. 
Shift 2: Volunteers will be expected to arrive on site at 4pm SATURDAY 11th November 2017

Shift will run from 4.30pm – 10pm.
Shifts will be estimated 5 hour time slots (with breaks) and will be allocated according to the role the Volunteer is doing.
Volunteers must be available over the period listed above but will not be required to attend both of the shifts.
The times listed above are the Volunteer call times. Shifts commence half an hour before the event begins. Adequate and regular breaks will be provided throughout all shifts.


	VOLUNTEER Role Tasks

	Volunteers may be required to do a range of tasks including:
· Welcome general public and participants
· Assist public with navigation of the event as well as general enquiries
· Direct public to the artist projects and have an understanding of these projects

· Direct patrons around the venue and event, including to emergency service providers on site
· Explain the scenario of the Refuge exercise to public entering or experiencing the event 
· Communicate and monitor queues and crowds 
· Providing feedback or observation on audience experiences or reactions 


	VOLUNTEER Skills, Knowledge & Experience (Selection Criteria)

	· Ability to deal with people of all ages, abilities, cultures and exhibits patience and professionalism when liaising with general public 

· Ability to demonstrate and display City of Melbourne’s Core Values - integrity, courage, accountability, respect for staff and others and striving for excellence
· Exceptional customer service skills

· Exceptional communication skills

Desired Experience: 
· Languages other than English – specifically Mandarin & Arabic

· Community liaison work, participatory community experience, art making or art management including: invigilation, making or caring for artworks, working with diverse community groups, assisting with artists to realise their works.



	VOLUNTEER Attributes

	· Team player
· Reliable 

· Diligent 
· Hard working

· Can work unsupervised

· Personable

· Well presented


	VOLUNTEER Responsibilities

	· Be available and turn up to scheduled events 
· Undergo a Police Check arranged by CoM

· Attend induction and training as required

· Submit a Volunteer Working With Children Check
· Be polite and courteous to patrons at all time
· Protect the artistic intention of the works 


	Benefits 

	Arts House will:
· Provide a letter of participation to all Volunteers who perform satisfactorily 
· List Volunteer names in thank you credits as part of Refuge event summary

· Arts House will conduct a debrief or feedback post-event 
· A hugely grateful THANK YOU and a FREE ticket to a key Arts House performance event in the first week of December 2017 (dates TBC)


For any further enquiries:

Contact: 
Trudy Hayter, Arts House
Mobile: 
03 9322 3720
Email: 
Refuge@melbourne.vic.gov.au

www.artshouse.com.au
For more information about the Refuge project, please visit the Arts House website pages:
· http://www.artshouse.com.au./in-production/refuge/ 

· http://www.artshouse.com.au/events/refuge/ 
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