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IN WITH A BANG!
VOLUNTEER STAFF BRIEFING NOTES 
SUNDAY 1 JANUARY
Hull Marina
Staff Briefing Notes 

OVERVIEW  
At 20.17 on Sunday 1 January 2017, an epic firework display will fill the skies above Hull. Set to the sounds of the city it will mark the start of our year in the spotlight.

A fireworks display over the Humber (accompanied by a Hull-inspired musical soundtrack) will help kick off Hull UK City of Culture 2017 in spectacular style on New Year’s Day 2017.

KEY TIMES

16:00 

Made in Hull Opens (across various sites in the City Centre)

18:00 

Gates open to ticketholders

19:00

DJ Set by Linda Levantiz (from the Bonny Boat)

20:17

Fireworks Display begins (12 mins)
20:30 

Show ends
WHO IS DOING THE FIREWORKS?
Titanium Fireworks have designed and produced the display specifically for this event.

Titanium are one of the largest firework display companies in the UK. Major events they have worked in include: London New Year, Edinburgh’s Hogmanay, Commonwealth Games 2014 Opening Ceremony, and the Blackpool Fireworks.
WHO IS DOING THE SOUNDTRACK? 

DJ Cheeba is hailed as one of the most progressive audio visual artists around today and has found an audience worldwide with his unique style of turntablism and video manipulation.
Cheeba has produced a variety of celebrated projects including video mixes, movie re-scores, adverts, documentaries, and commissioned projects for everyone from Led Zeppelin to Aardman as well as the eclectic mixtapes that he’s best known for and have topped iTunes download charts
YOUR ROLE AS AN EVENT VOLUNTEER
It is important that you read and understand the contents of these briefing notes prior to the event to help you perform your duties. 

If there is anything that is not clear, please ensure that you clarify the position with the supervisory staff. 
Details contained within these notes may change and may be updated at on site briefings.
ON ARRIVAL

Sign in and out at the end of your shift, sign out at the location of your Site Briefing 
(next to C4Di)
You must report for duty at the office between Nibble and C4Di (overlooking Stage @ the dock) and sign in so that we have a record of your attendance and times of arrival and departure and to confirm that you understand your health & safety obligations. At the end of your shift (when agreed by your supervisor) you should return to this point and sign out.
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= Nelson Street
= Pier Street (between Nelson Street and Wellington Street)
E - Minerva Place

A63/CASTLE STREET CLOSURE

Castle Street will now be closed for the event betvieen 16:00 - 23:00 on Sunday 1 January. The closure
vill be between the Mytongate and Garrison Street Roundabouts. This is to ensure that ticketholders can
safely cross Castle Street when arriving at and leaving the event.

Afully signed diversion route will be in place, which will be as followis:

Eastbound: Ferenswiay, to Freetown Way to Great Union Street
Westbound: Great Union Street to Freetown Vay to Great Union Street

The information below, outlines the road closures that were sent to you in November and will be still in
force on this day.

FULL ROAD CLOSURES (NO ACCESS TO ANY VEHICLE TRAFFIC)
] From 08:00 Saturday 31 December now extended to 10:00 Monday 2 January

- Nelson Street
= Pier Street (between Nelson Street and Wellington Street)
- Minerva Place

Sunday 1 January 2017

The following roads will be closed to all vehicles between 16:00 and 22:30.

= High Street, from Liberty Lane to Queen Street
] = Queen Street, at Blanket Row
= Humber Dock Street, at Blanket Row.
3 - Blanket Row
= Humber Place
- Viellington Street West, at Railway Street
- Railway Street
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You will be required to wear the Hull 2017 uniform.  

Please make sure you wear appropriate clothing for the weather including waterproofs in case of inclement weather.

Once you have signed in you will be assigned to a volunteer role and you should remain in that role unless instructed to move elsewhere by your supervisor. If you need to leave the area for any urgent reason - e.g. if you are feeling ill - speak to your supervisor to ask for cover.

If you need to park your car before starting your shift, please note there is no designated parking for staff however all public car parks across the City Centre will be open and available to use. 
NB- NO SMOKING IS ALLOWED BY STAFF WITHIN THE EVENT SITE AND WHEN ON DUTY.

Please note that everyone volunteering at the event should wear valid Hull 2017 photo ID accreditation. If you do not have accreditation, please let the Volunteer team know before starting your shift.

Health & Safety RESPONSIBILITIES
Please note this important extract from our Health and Safety Policy, bearing in mind that we expect you to act in the manner of a Hull 2017 employee whilst volunteering at the event:

“All employees have a legal duty to take care of their own health and safety and the safety of others who may be affected by their acts or omissions, and to co-operate with Hull 2017 to enable it to carry out its responsibilities

They must not interfere or misuse anything provided to ensure people’s health & safety.

They also have a responsibility to report hazards and unsafe practices of which they become aware to their supervisor. The employee should take all reasonable steps to make the situation safe (without putting themselves at risk) until it can be dealt with.

It is a responsibility of all Hull 2017 employees to comply with the Health, Safety and Welfare Policy and associated arrangements, and to co-operate with Hull 2017 on its implementation.

They must ensure that they are fully aware of their own health & safety responsibilities, these will be detailed in this document.

Employees are reminded that failure to comply with health and safety requirements could also lead to disciplinary action.”
As a member of staff, it is your responsibility to ensure that you are not undertaking any activity for which you have not been appropriately trained or for which you could be defined in statutory terms as not 'competent'.
If you are in any doubt regarding any activity you are being asked to undertake, it is your duty and responsibility to ask the advice of your supervisor.
SPECIFIC VOLUNTEER ROLES  
1. Ticketing
2. Access

3. Wayfinding 
4. Audience Engagement

Ticketing

Hull 2017 Team Leader: David Watson
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What am I doing? 
You will be assisting in getting in all 25,000 people into the event across 4 ticket gates, and out again.
What your shift will look like:
·  14:00 – Arrive and sign in to your shift 

·  14:30 – Training will commence at the C4DI Building

·  15:30 – Sustenance Packs available from Nibble

·  16:30 – Main volunteer briefing begins

·  17:00 – Deploy to gates 

·  18:00 – Gates Open (unless called earlier by event control)

·  Once gates have opened you will be (as allocated on the night)

· Scanning tickets 

· Keeping the queues moving

· Physically clicking people (only in the event of scanners going offline)
· 20:30 – Assist with exit of audience from the event site

· 21:00 - Sign out of shift

Access Team 
Hull 2017 Team Leader: Hannah Williams-Walton
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What am I doing?

You will be assisting Hull 2017 staff with the access areas, these areas are broken into 2 areas (see over page for map):

a. Wheelchair viewing platform (Nelson Street)

b. Audio description and accessible seating (Minerva Pier)

Roles will include within these areas:

· General event information and directions (accessible loos indicated on map over page)

· Checking people into their areas – ensuring that only booked people are entering.

· Signing out/in our audio description headsets

· Showing people to their seats
What your shift will look like:
· From 15:30 - 16:00 – Arrive and sign in to your shift 

· 16:00– Sustenance Packs available from Nibble

· 16:30 – Main volunteer briefing begins

· 17:00 – Deploy to blue badge car parking & access areas*
· 18:00 – Gates Open (unless called earlier by event control)
· 18:30 – Screen Content begins

· 20:00 – Audio Description begins

· 20:30 – Show ends – audience begin to exit

Note: Most blue badge parking will be in by 17:00, and some people may choose to go straight to the access areas.

BLUE BADGE PARKING & ACCESSIBLE VIEWING AREA 
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AUDIENCE ENGAGEMENT
Hull 2017 Team leader: Phil Batty
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What am I doing? Being roaming information points in the crowds – be familiar with the site – your most common questions will be about the locations of toilets, first aid, and food concessions.

What your shift will look like

· From 15:30 - 16:00 – Arrive and sign in to your shift 

· 16:00– Sustenance Packs available from Nibble

· 16:30 – Main volunteer briefing begins

· 17:00 – Deploy to Audience Areas
· 18:00 – Gates Open (unless called earlier by event control)
· 18:00 – 20:30 – Roaming in the audience areas and assisting people with their questions
· 20:30 – Show ends – audience begin to exit

· 21:00 - Sign out

WAYFINDING
Hull 2017 Team Leader: Carys Tavener & Colin Renshaw
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What am I doing?

The most important job of them all! You will be stationed in pairs across the city centre. You will be directing people towards their right ticket zones (a & b). Familiarise yourself with map on page 6 with where the zones are the crossing points for them!
It is vital the audience knows which end of the A63 they should approach the event site from so there is no confusion once they get here.

Zone A Ticket Gates are via: 

Humber Dock Street and Queen Street

Zone B Ticket Gates are via:

Railway Street and Commercial Road

What does my shift look like?
· From 15:30 - 16:00 – Arrive and sign in to your shift 

· 16:00 – Sustenance Packs available from Nibble

· 16:30 – Main volunteer briefing begins

· 17:00 – Deploy to your wayfinding location
· 18:00 – Gates Open (unless called earlier by event control)
· 20:30 – Show ends – audience begin to exit – assist audience with directions back to    the station/ interchange.

· 21:00 - Sign out

THE SITE Please familiarise yourself with the layout of the event site: 
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WELFARE
Hull 2017 Volunteer Manager: Harriet Johnson 
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Harriet will be on site throughout the event should you feel unwell or are unable to complete your shift, and can be contacted on: Harriet to complete phone number
ROAD CLOSURES

Please also be aware of the road closures that will be in place on the night:

A63/CASTLE STREET CLOSURE

Castle Street will now be closed for the event between 16:00 – 23:00 on Sunday 1 January. The closure will be between the Mytongate and Garrison Street Roundabouts. This is to ensure that ticketholders can safely cross Castle Street when arriving at and leaving the event.

A fully signed diversion route will be in place, which will be as follows:

Eastbound: Ferensway to Freetown Way to Great Union Street

Westbound: Great Union Street to Freetown Way to Great Union Street
FULL ROAD CLOSURES (NO ACCESS TO ANY VEHICLE TRAFFIC)
From 08:00 Saturday 31 December now extended to 10:00 Monday 2 January 
· Nelson Street
· Pier Street (between Nelson Street and Wellington Street)
· Minerva Place 
Sunday 1 January 2017
The following roads will be closed to all vehicles between 16:00 and 22:30.
· High Street, from Liberty Lane to Queen Street

· Queen Street, at Blanket Row

· Humber Dock Street, at Blanket Row.

· Blanket Row

· Blackfriargate

· Humber Place

· Wellington Street West, at Railway Street

· Railway Street

· Kingston Street

· Manor House Street

PUBLIC TRANSPORT AFTER THE FIREWORKS

There will be several special services (both rail and bus) running on the evening, to ensure the audiences and get in and out of the city centre safely.

TRAINS (POST FIREWORKS)

	To Selby
	20:49, 21:45

	To Bridlington
	21:00

	To Sheffield
	21:40

	To Brough
	22:30


BUSES (POST FIREWORKS)

A timetable is attached to the back of these notes for your reference.

ALL bus services (except Park & Ride to Priory Park) will leave from the interchange only.

Park & Ride Services to Priory Park will stop at the following stops within the city centre:
· St Stephens Shopping Centre – Ferensway
· Bond Street

· Alfred Gelder Street (opposite Marks & Spencer)

· Guildhall

· Wilberforce Drive

· George Street

· Bond Street

· Brook Street (Prospect Centre)

GENERAL DUTIES & RESPONSIBILITIES
Assisting individuals who may require FIRST AID: 

1. If the injury appears to be serious, do not attempt to render aid but summon assistance immediately from a North East Medical Officer via your Hull 2017 Team Leader, security personnel or Event Control.
2. When medical assistance has been summoned, request that crowds keep away from the injured person until security personnel arrive. If the injury is not serious, direct or accompany them to the First Aid Point (see page 6).
If you witness a serious incident in the crowd, please summon the assistance of security via your Hull 2017 team leader. Under no circumstances should you attempt to evict any troublemakers. Always endeavour to avoid confrontation. If you feel threatened, don't retaliate, walk away and summon assistance.
If you have a SAFEGUARDING concern, involving a vulnerable adult please inform your Hull 2017 team leader immediately. Adhering to best practice, employees must report any disclosure, concern, incident or allegation and your Hull 2017 team leader will determine if Event Control should be alerted. In all cases a Safeguarding Report form should be completed by the witness.
Glass or other sharp objects should only be picked up using the appropriate gloves and a sharps box – and you must not collect them. Please report any sharp objects to your supervisor who will pass details on to Event Control.
If you spot a suspicious package, do not approach or touch the object but advise your supervisor, security personnel or Event Control immediately. You must then follow the instructions of senior staff or security personnel.
If you do spot a suspicious package and are carrying a radio or mobile phone DO NOT USE IT!
This could activate the device, but report in person to your supervisor or to security. 
LOST & FOUND PROPERTY
If someone has lost something whilst attending the performance, they will directed to the nearest steward who will direct them to the security control room to report the loss.
All articles handed in as lost property must be recorded at the end of the event, using a Lost Property log and the entry signed by the steward who received it. 

YOUR ATTITUDE
Your attitude will have a major influence on the success of the event. It is important that you always try to be HELPFUL and COURTEOUS and to SMILE and be FRIENDLY when you are dealing with the public. This is particularly relevant if you must deal with complaints. 

Be careful not to provoke an incident by your attitude.  People must be treated with respect at all times. Do not touch customers unless necessary to ensure their safety.

Try to avoid confrontations.  Remember it is usually right to walk away from a situation if you feel that it is becoming confrontational.  If in any doubt walk away and report to your supervisor. This is NOT a sign of failure on your part, but an indication of good judgement. 

You must be aware that you may be required to carry out other duties if required at the event by those authorised to instruct you.

At the end of the show, event staff and volunteers are required to monitor the audience as they leave and assist whenever necessary - with the aim of ensuring a safe exit. No staff may sign out until their Hull 2017 Team Leader confirms that they may leave. 
SIGN IN/OUT (BEHIND NIBBLE) CAFE)









