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Introduction
Welcome to the 13th Woods Hole Film Festival!  We’ve come a long way from the 1 day 1 hour event that started this whole shindig.  The Woods Hole Film Festival (WHFF) now runs 9 days and will show over 60 films from all over the world.  Many prominent filmmakers and industry professionals will be on hand during our parties, workshops, staged readings and screenings.  

This document will serve as your guideline for the basics of volunteering with WHFF and may also serve as a good reflection on team-oriented arts events going forward.

The WHFF is just that.  A Festival.  There will be many events coinciding during the course of the program, and at times, things may seem frantic.  This is a normal process and part of the fun.  Be sure to enjoy it.

Should you have any questions or concerns about this document or your commitment, please promptly address them to the Volunteer Coordinator:

Amy Ladd

amyladd@cape.com
Cell: (during festival) 508.495.4212
The festival staff and patrons truly appreciate your time, commitment and enthusiasm for this wonderful arts and community event.  Our team is looking forward to working with you.

Enjoy!

J.C. Bouvier

Managing Director

Prior to Arrival

Be sure to have a Volunteer Application filled out and on file with the Volunteer Coordinator.  On this form, things you want to be sure to note:

1. Position desired

2. Availability – hours you can offer

3. Housing need (if any)

4. Contact information – cell phone

5. Skill set

Position desired

On the Woods Hole Film Festival Web site, there is a full description of what positions are available during the festival.  Hopefully you had a chance to view them and choose one you think fits you best.  

While these positions are assigned with the best intentions, every volunteer will be called upon do perform activities that may fall outside the job description.  

If at any time this is a problem, please notify the Venue Manager on duty immediately.

Availability

Knowing what hours we can call on you will help us to properly schedule venues.  If there is a time that you are 50/50 on, err on the side of caution.  Shift trades are totally cool.  Let your venue manager know and post the change to the schedule.

Housing Need (if any)

The WHFF will be able to provide housing to volunteers on a limited basis.  Please, if you can find housing with friends or relatives, do so.  Be sure to mark your need on the application and follow up with the Volunteer Coordinator ASAP should you find alternate housing and can free up space for someone else.

Contact Information

Cell phone is best during the fest, however your house phone is also appreciated.

Skill Set

The application asks for these, however if you have relevant skills apart from those listed please let us know.

Arrival
Upon your arrival, please be sure to check in at the WHFF headquarters:

311 Main St.

Falmouth, MA.

508.495.3456 (FILM)
If you are being housed by the festival, and do not have your own transportation, we’ll get you over to your bunk and get you set up as soon as possible.

Guest Policy

WHFF volunteers will be given 2 complimentary tickets for the festival, which may be given to anyone.  

Festival volunteers staying at the Volunteer house will not be allowed to have guests stay the night.  No exceptions.

Things to Bring

The community of Woods Hole offers many recreational activities, including swimming, Tennis, bicycling et cetera.  We recommend you bring:

· Swimwear

· Sunglasses

· Sun tan lotion

· Hat

· 2 towels (beach and bath)

· 2 pairs of comfortable shoes

· Tennis racket (if you dare!)

· Camera

· Business cards

· Backpack

· Cooler

Volunteer Position Do’s – Remember, you are the public face, so be friendly and helpful.

A Festival this big has a lot of info associated with it.  Please try to know what is happening each day and familiarize yourself with the film descriptions and venue locations in order to be able to answer questions.

Each position is different and has certain responsibilities each venue coordinator will discuss with you once you’re on site.  While not rocket science, there are some things you’ll want to keep in mind on:

If in doubt, ask.

Better to double check than to send a patron or filmmaker on a wild goose chase.  A phone list will be provided to you prior for emergencies and a festival FAQ (Frequently Asked Questions) will be assembled just prior to the start of the fest with last minute details.

Be proactive.

People respond to enthusiasm and it’s contagious.  Take the initiative with people who show inquisitive body language and offer to answer their questions, show them to their seat et cetera.  We all want to have a good time and this helps quite a bit.

Respect the schedule.

15 minutes out of another volunteers 2-hour break may not seem like a big deal.  It is.  Keeping to the schedule helps people get into a rhythm and enjoy their time.  On the flip side, things happen and people get held up.  Do your best during the week to be where you’re scheduled when you’re scheduled.  This helps a lot.

Respect the venue.

The WHFF is responsible for each venue we use.  In fact, we have additional insurance to cover you and the venue.  That said; keep an eye out for things as you would your own home.  Please familiarize yourself with the rules of the venue and exits/bathrooms. Additionally, introduce yourself to the full time venue staff; they know more about the venue than you do, and can usually help in a pinch.

Respect your mates & lodging.

Some volunteers may be staying with patrons, sponsors, hotels, relatives or in the staff house.  Be sure to keep everything you do in moderation.  The night you want to party until 4 AM may be the night someone else wants to sleep and vice versa.  Have fun; just don’t burn the festival or other volunteers to do it.

Volunteer Position Do Nots

This is pretty much common sense stuff.  If at any point you think you may be doing something questionable.  Refer to Volunteer Position Do’s #1.  Speak with a member of the staff first.  I.e. do not take the opening night filmmaker for a joy ride to P-town an hour before he’s due at a reception…even if he asks.  ;)

Expenses

Unless asked by festival staff to purchase something for the festival, all expenses are your own.
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