
Elephant in the Room - Claire Morgan

Hull 2017 Volunteers 
All the Hull 2017 volunteers are giving up their time for free to volunteer throughout the year. It would be brilliant if you could give them a warm welcome when they arrive with you at security to sign in for their shifts and thank them when their shift is over. 
They have all received a briefing document and attended a briefing session so they should be ready for their shift when they arrive. If they have any concerns or comments they may direct them towards you. We have attached the document we have sent to them for you to look through but contact numbers for the core team are below. 
Registers
Registers for volunteers will be sent through weekly to Sarah Smith. Please check you have the right register printed off to sign in volunteers. 
Please mark each volunteer off the register when they arrive. We have requested four volunteers per shift. We have done this because you must have at least two volunteers on shift at any time. Volunteers must be in uniform when they arrive. Once they have signed in with you they will go back to the atrium to wait for other volunteers on their shift.
Leaflet 
Please give them a copy of the leaflet about Princes Quay. This contains any emergency contacts they might need and directions of the nearest toilets. 
Elephant in the Room Leaflet
[bookmark: _GoBack]They may also ask for leaflets for Elephant in the Room there should be a stock of these in the shopping Centre. If they are running low Sarah Smith just needs to contact our marketing team and we can arrange for more to be delivered in the week. If there are none on site for the volunteer shifts then the volunteers have been told to just talk to members of the public and direct them to the onsite interpretation. 
If you only have one volunteer turn up (which is unlikely) they will sign out again with you after 15 minutes as the shift has to be cancelled. All volunteers are aware of this protocol and it’s because volunteers must not be on shift on their own due to lone working. 
If someone doesn’t turn up for their shift you do not need to report it back to us. 
If someone turns up for shift that is not on the register and they are in uniform and think they are meant to be working our normal protocol is to add their name to the bottom of the register and let them be on shift –however, please double check they have been to a briefing session for the project. It’s normally just a mistake on the register but if you have this happen a few times or with the same person please do contact us. 
If anyone needs to leave before the end of their shift let them know that it’s ok, if it’s a one off you don’t need to let us know but if you notice it a lot then do feel free to let us know.  
At the end of a shift volunteers should sign out again with you. Please reiterate how important with them it is to do this at the beginning of their shift. 
If anyone reports that Elephant in the Room has been damaged, please contact: 
Hazel Colquhoun    (please note Hazel is on leave 12- 28  August )
07970664712
mail@hazelcolquhoun.com


Andrew Knight 
07801260503
aknight@aknight.karoo.co.uk

Hannah Williams Walton (please note Hannah is on leave 18th - 28th August & 15th – 25th of September)
07500838553
Hannahwilliamswalton@hull2017.co.uk 

If you need to get in contact with us in regards to volunteers then please ring us if it is urgent. Please work though the list if you cannot get hold of the first person. If you want to get in touch with us about an issue that isn’t urgent – feedback from volunteers or general questions, please email Hannah Williams Walton, Hazel Colquhoun or Andrew Knight.
Hannah Williams Walton (please note Hannah is on leave 18th - 28th August & 15th – 25th of September) 
07500838553
Hannahwilliamswalton@hull2017.co.uk 

Hazel Colquhoun (please note Hazel is on leave 12- 28  August )
07970664712
mail@hazelcolquhoun.com

Andrew Knight 
07801260503
aknight@aknight.karoo.co.uk

Harriet Johnson
harriet.johnson@hull2017.co.uk

Sam Hunt 
07968855187
Sam.hunt@hull2017.co.uk

