
GENERAL INFORMATION:
	Title:


First name:



Surname:

	Postal address:

	Suburb:







State:


Postcode:

	Telephone Mobile:






Other:

	Email:

	Please indicate if you have any special dietary requirements:

	


AVAILABILITY:
There are two shifts each day (hours are approximate) – please circle your availability. You must be dressed and ready to go at the rostered area at your allotted time, however we encourage you to enjoy the garden outside these times during general garden opening hours (10.00am – 6.00pm).
EARLY: 9.00am - 3.00pm          OR          LATE: 12.30pm - 6.30pm
	Bump-in

FRIDAY 16 Nov
	Event Day

SATURDAY 17 Nov 
	Event Day 

SUNDAY 18 Nov
	Bump-out

MONDAY 19 Nov

	Early
	Late
	Early
	Late
	Early
	Late
	Early
	Late


Additional comments regarding your availability:______________________________________________________________________
MEDICAL & MOBILITY INFORMATION:
Do you have a medical condition that may affect your ability to perform certain duties? E.g. mobility, prior injury etc.
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

If so, please provide details:_____________________________________________________________________________________
EMERGENCY CONTACT: First name:__________________ Surname:____________________________ Relationship:_____________

EMERGENCY CONTACT: Mobile:________________________________ Email:_________________________________________
UNIFORM:

We will supply you with an event-branded outerwear garment on the day.  Please select the appropriate size below:
Female Sizing: 
 FORMCHECKBOX 
 8

 FORMCHECKBOX 
 10

 FORMCHECKBOX 
 12

 FORMCHECKBOX 
 14

 FORMCHECKBOX 
 16

 FORMCHECKBOX 
 18

 FORMCHECKBOX 
 20

Male Sizing:
 FORMCHECKBOX 
 XS

 FORMCHECKBOX 
 Small

 FORMCHECKBOX 
 Medium
 FORMCHECKBOX 
 Large

 FORMCHECKBOX 
 XL

 FORMCHECKBOX 
 2XL

 FORMCHECKBOX 
 3XL
What to wear:  This is an all-weather event. Please wear black trousers, a black long sleeve top (for cool conditions) and flat black enclosed-toe shoes and bring any additional weather-appropriate clothing and equipment with you (umbrella, rain jacket, cap, sunscreen, scarf, etc). There will be a staff/volunteer restricted area for storing your belongings, but we ask that you limit this to a single bag only.
CERTIFICATIONS HELD:
	
	Date completed
	Institution
	Expiry

	Drivers Licence Heavy Vehicle
	
	
	

	First Aid
	
	
	

	Responsible Service of Alcohol
	
	
	

	Safe Food Handling
	
	
	

	Security
	
	
	


- Paul Bangay’s Stonefields Open Garden -

Saturday 17 & Sunday 18 November 2018

VOLUNTEER ROLES: (this is by no means an exhaustive list of available roles; a full list of roles will be confirmed closer to the event)
	
	Preference number

1-4

	Book/Merchandise Sales and Information: love books? Help interested customers choose from a wonderful selection of books and merchandise available to buy, manage the queue and flow of guests in the book-signing marquee.
	

	Book/Merchandise Sales: process cash and credit card payments.


	

	Book/Merchandise Support: maintain a neat-and-tidy merch area, replenishing inventory as necessary. Role requires heavy lifting.
	

	Car Park Usher: this is a HIGH-VIS role! You’re the first SAKGF contact point greeting guests as they enter the carpark, directing them to our shuttle service and facilities, as well as providing support to the CFA representative managing the car park.
	

	Communications Support: help our communications team across the day with a variety of tasks, which may include monitoring and gathering content for social media channels.
	

	Community Market Support: liaise with stall holders and visitors enjoying the “Community Market”. Your task is to ensure that everything in this particular area is functioning at its best.
	

	Entrance - Greet & Queue management: meet and greet our guests as they arrive to Stonefields. You’ll be directing them to the relevant entrance queues, ensuring a smooth flow of foot traffic.
	

	Entrance - Pre-paid ticket scanners: assist guests by scanning their pre-paid tickets.

	

	Entrance - Cash sales: assist guests by processing cash or credit card payments for ‘on the day’ gate ticket purchases.


	

	Entrance - Information distribution: welcome guests after they’ve cleared payment/entrance areas, distribute maps and event information and share the location of bathroom facilities and exit. 
	

	Event Manager support: assist our event management team across the day with a variety of tasks.

	

	Exit Gate: farewell visitors, directing them to carparks and our shuttle service, operate guest counters and issue pass-outs for toilets.
	

	Finance Assistant/Runner: assist Finance Leader (must be an SAKGF staff member).


	

	Food & Beverage Lawn: maintain the guest experience on the Food & Beverage Lawn.

	

	Food & Beverage Sales: guest-facing food and beverage sales will require a friendly face and an approachable demeanour. You’ll also have the ability to process cash and credit card payments. 
	

	Food & Beverage Service: love good food and drinks? In this role you’ll be preparing and serving food & beverage offerings e.g. scones, cheese, soft drinks etc. You must hold a Food Handling/RSA certification.
	

	Food & Beverage Runner: assist in the maintenance of food & beverage outlets, which may include servicing the equipment, replenishing the stock when necessary and rubbish removal. 
	

	Garden Marshal: direct guests across the various garden sites of interest, forwarding plant related enquiries to Horticulture Specialists.
	

	Horticulture Specialists: share your specialised plant knowledge with curious patrons.


	

	Pool Supervisor: ensure guests - especially children – remain safe in pool surrounds, and maintain area if necessary. First Aid required for this role.
	

	Raffle Ticket Sales: winning great prizes for charity - sound exciting to you? We’d love you to help actively promote and sell raffle tickets. The more you sell, the more you’ll help make a difference!
	

	SAKGF Marquee: share the love! Engage guests with information about the SAKGF, its activities and resources.


	

	School Market Support: liaise with stall holders and guests to ensure the school market area functions smoothly.


	

	Security: oversee guests on the Food & Beverage lawn and monitor RSA compliance. Special licence required for this role.


	

	Shuttle Bus Assistant: calling all tour-guide wannabes! You’ll be travelling with guests on the shuttle bus, sharing vital information about the day, tidbits on SAKGF, gathering feedback from returning guests and supporting the bus driver as needed.
	

	Shuttle Bus-stop Assistant: greet guests at arrival/departure points and help them by sharing vital information about the shuttle service and the day ahead of them.
	

	Traffic Management Officer: this is a HIGH-VIS role! Work alongside the Traffic Management Service Provider in key locations, staying in close communication with our Traffic Management Supervisors.
	

	Veggie Patch Support:  assist guests in the vegetable garden, sharing your specialised knowledge as questions come up. 


	

	Volunteer/Staff Area: maintain a clean and orderly staff room, organise and hand-out uniforms and packed lunches, keeping refreshments at the ready all day.
	

	Volunteer/Staff Support: assist Volunteer Supervisor with staff office set-up and onsite troubleshooting as necessary.

	


	SUPERVISOR ROLES:

As Supervisor you will manage and lead a specific area of the event.  For these positions you must have experience overseeing staff, as well as proven guest relations experience.  You will need to:
· manage and inspire staff
· ensure adequate staff are always present to manage guest needs 
· predict when additional staff are required to successfully manage peak periods
· ensure staff have breaks and refreshments in an orderly fashion
· ensure all staff processes result in teams delivering excellent visitor experiences
· respond quickly to assist visitor queries and resolve issues

· identify and act on areas of risk
· alert event management team to issues requiring extra support
· implement event emergency plan if required
· attend a briefing session at the SAKGF Collingwood office in the weeks prior to the event (one-month notice will be provided for this session)

	Tick your preferred area to Supervise

	Book/Merchandise Sales Supervisor: oversee book/merchandise marquee, sales processes and manage team members.

	

	Car-Park, Shuttle & Traffic Management Supervisor: oversee two car-park areas, shuttle service and liaise with CFA and Traffic Management Service Providers.
	

	Community Market Supervisor: oversee the Community Market, ensuring an excellent guest experience.

	

	Food & Beverage Service Supervisor: oversee food & beverage operations to ensure smooth service is achieved. This is a “back of house” role.
	

	Food & Beverage Lawn Supervisor: oversee visitor areas, ensuring queue management team, RSA and Security are able to deliver an excellent guest experience.
	

	Garden Supervisor: ensure the visitor experience is maintained and manage garden staff.

	

	Volunteer Supervisor: manage volunteer team from sign-in, role allocation to ensure peak service needs are met with adequate staffing and staff area is kept neat and tidy. 
	


YOUR EXPERIENCE, SKILLS OR QUALIFICATIONS THAT SUPPORT SPECIFIC ROLES:
I have volunteered at this event before
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Detail:

I have the below useful experience: 
e.g.: I have worked front of house in a café for 3 years, I have worked in a bar, I have used Point of Sale systems & credit card facilities, I have managed teams in hospitality, I have worked as a tour guide, I have finished a horticulture course, I am a chef, I have worked at events directing traffic etc.…
Please attach your CV
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Thank you for the generous donation your time and expertise to the Stephanie Alexander Kitchen Garden Foundation.
We look forward to hosting this wonderful event
Stephanie Alexander Kitchen Garden Foundation


- Paul Bangay’s Stonefields Open Garden -


Saturday 17 & Sunday 18 November 2018


Please answer all questions and return this form by Friday 14 September 2018


Email to: � HYPERLINK "mailto:events@kitchengardenfoundation.org.au" �events@kitchengardenfoundation.org.au� OR


Post to: Rachel Harington-Hawes, SAKGF, PO Box 104, Abbotsford VIC 3067
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