GEORGIA

Festival 4.4\

@ b
L
g
(=)
P
— e
o] 3
i e
_n', A liday v C WITTN | Heg
< Wl B Y Ll
>\ toEnc / |
y ) | . | A
Vo i




CALLING ALL CHRISTMAS ELVES!

You are the heart and soul of the Georgia Festival of Trees. Without your magical touch, this spectacular event simply
wouldn't happen. So grab a cup of hot cocoa, put on your Santa hat, and settle down into a comfy chair to learn all you

need to know about being a Georgia Festival of Trees Volunteer.

This handbook is filled with all the merry details you need to know, so you can sprinkle your volunteer experience with
joy and cheer while understanding our festive policies and procedures. Please take a few minutes to delve into its pages
to make sure you're fully prepared to spread holiday cheer. Together, we'll create an amazing event that will shine brighter

than Rudolph’s nose.
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The Georgia Festival of Trees is Atlanta’s premier N (@) \4 2 3 - D E C 1
holiday event coming to the Gas South Convention 2 0 2 4 ’
Center (GSD), Nov 23- Dec.1, 2024 (closed Nov 27-27

This week-long event features
200+ designer Christmas trees
Wreaths, nativities, gingerbread

houses, and more,

for Thanksgiving).

Donated trees, wreaths, nativities, and more are
auctioned off to become beautiful additions to homes
and offices across Atlanta. In addition to this amazing
spectacle, we also feature boutique gift shops, live
entertainment, children’s activities - including cookie
decorating, pictures with Santa and NEW THIS YEAR,
The Pink Pig! It is everything we love about Christmas

all in one place!

The purpose of the Georgia Festival of Trees is to raise
awareness and much-needed funds for organizations
working to end the trafficking and commercial

exploitation of women and children in Georgia.

GEORGIA FESTIVAL OF TREES

>

STREET GRACE"™

Street Grace is one of the pioneers in the fight against
human trafficking.
Atlanta Redemption Ink’s mission is to transform painful
They are a faith-driven organization collaborating reminders of the past into symbols of hope.
with faith, business and community leaders providing

a comprehensive path to end the commercial sexual They provide support services, tattoo removals, and

exploitation of minors (CSEC). cover-ups to survivors of sex trafficking, commercial

sexual exploitation, self-harm, addiction, and former

Street Grace mobilizes community resources - financial, gang involvement, nationally.

human, and material - to fight CSEC through prevention,
protection, policy and pursuit. In addition, they train communities on Iconography

from a lived experience perspective as a survivor-led

nonprofit organization.
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Uolunteer Basic Code of Conduct &

As our ambassadors, we rely on your professionalism to spread the holiday cheer and ask
that you keep the festivities flowing by following our Volunteer Code of Conduct.

e Our North Pole policy elves want to remind you that having alcohol and illegal
substances at the Gas South Convention Center will land you on Santa’s naughty list,
so please leave them at home.

e In the spirit of spreading cheer to all, please keep the conversations merry and bright
- family friendly with no inappropriate language.

e The Gas South Convention Center is a Smoke Free Zone, so please don’'t smoke
indoors.

o Keep the festive spirit alive by avoiding any scrooge-like behavior and staying kind
and respectful. If you witness any questionable behavior or shenanigans, don't
hesitate to reach out to our Festival staff.

e While we understand that even Santa’s helpers need a break, we kindly ask that you
stay at your assigned post for the duration of your shift. If you need to dash away for
a quick cocoa break, please arrange for coverage from another volunteer and check
in with your shift supervisor.

Q Do Bring

Remember to bring all the important stuff for a holly-jolly time:

. |

e Your mobile phone, the key to check-in, check out, and saving the day in case
of emergencies. Just make sure it's on vibrate mode all through your shift.

e Don't forget your medication, if you need it during the day. Stay merry and
bright with good health!

e Wear your comfiest clothes and sturdiest walking shoes, because we'll
be dashing through the snow (or at least the event venue) all day long.
Fashionably festive yet comfortable is the way to go!

e Don't leave home without a bit of cash to treat yourself. We've got
concession carts and food kiosks galore, so you can indulge in a delicious
snack whenever your tummy sings a holiday tune.

Do Not Bring

e Whether they’re naughty or nice, please don’t bring any VALUABLES OR
d WEAPONS!

e As there won't be any storage available, keep your personal items close.
You can wear a jolly little belt bag or a cross body purse while you spread
Christmas cheer as a volunteer.

e Just a reminder, this volunteer opportunity is for the big kids - so no little
elves under 11 years old are allowed.
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Q Location.

All shifts are located in Exhibit Halls A-D at the Gas South Convention Center
(6400 Sugarloaf Parkway, Duluth, GA 30097. When you arrive, follow the signs straight to the Volunteer
Check-In Area, where holiday cheer awaits you in front of the Peachtree room.)

YOUR ON-TIME ARRIVAL IS ABSOLUTELY ESSENTIAL TO OUR SUCCESS!

PLEASE PLAN YOUR TRANSPORTATION ROUTE WITH CARE AND ARRIVE 30 MINUTES
PRIOR TO YOUR SCHEDULED SHIFT START TIME TO MITIGATE ANY POTENTIAL
TRANSPORTATION DELAYS THAT MAY TRY TO DAMPEN YOUR FESTIVE SPIRIT.

Uolunteer Check In

@ To ensure a seamless shift transition, make sure to sleigh your arrival
30 minutes before your shift. This will give you time to check-in, find
your volunteer spot, and receive instructions from the friendly elf
you'll be replacing. Don't forget to pick up and wear a snazzy Georgia
Festival of Trees lanyard, name tag, and apron from the Check In table!

Uolunteer Check Out

After your shift is over, stop and wave goodbye at the Volunteer
Check In table located in front of the Peachtree room or check out via
the Bloomerang app.
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Dress Code

Get into the holiday spirit with our volunteer dress code! We want you to be cozy and festive while spreading
Christmas cheer. Here are a few guidelines to ensure you're dressed to impress:

Choose dark pants, a skirt, or even black jeans to keep it practical and comfortable.

Show off your Christmas spirit by rocking a green, white, or red shirt. We encourage you to wear festive
Christmas shirts too!

Don't forget your shoes! Since you might be on your feet most of the time, make sure they’re comfortable
and supportive.

And a little reminder: let’s keep things merry and bright by avoiding clothing with insulting, demeaning, or
offensive messages or illustrations..

While we trust your impeccable fashion sense, please use common sense with regards to these guidelines. Our
Festival Staff reserve the right to ask a volunteer to leave if their clothes are found on the naughty list or don’t
uphold the Festival code or conduct..

Meal Vouchers

Every year we have a double handful of superstar volunteers who go above and
beyond! If you're an elf who works multiple shifts in a single day, we've got a little
something special for you.

Drumroll, please... a food voucher! That'’s right, you can satisfy your cravings at
any of the mouthwatering food court vendors located just outside Hall A&B at
the Festival. So, take a break from spreading holiday joy and indulge in a delicious

treat on us!
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ﬁ Uolunteer Ticket Redemption Codes

As a thank you for your jolly good deeds, we're giving all our volunteers two tickets to the Festival of Trees valued
at nearly $40.

You can use these tickets for yourself or share the joy with someone special. Please make sure you're registered
in our Volunteer Portal, Bloomerang. Like Santa, we'll be checking our list of registered volunteers when we send
out our Volunteer Thank You Ticket Redemption Codes.

You'll receive a special redemption code the week before the Festival, so you can claim your tickets and spread
some holiday cheer. If you didn't receive an emailed code, please contact your volunteer coordinator, or email us
at volunteers@gafestivaloftrees.org (we're experts in hunting down lost emails...or resending them).

We believe in the magic of giving back, and we want to express our heartfelt gratitude for your merry service
while giving you and your loved ones a chance to soak up the Christmas magic together.

@ Uolunteer Hours Certification

We can't wait to give you credit for your hard work at the Georgia
Festival of Trees! Just swing by the Volunteer Check-In table before
you head home and our staff member will gladly provide you with an
official document verifying your service hours.

A




Emergency Situations

e  Know your surroundings: EXITS, first aid,
escalators, stairwells, fire extinguishers

e Remain Calm

e Contact and report to your Area Leader or
any leader wearing a black apron

e Follow Instructions from Security
Personnel or Law Enforcement

e Help those around you to safety

e Inthe case of an evacuation, all Staff and

Lost Child Procedures

If you find a lost child, 2 volunteers should escort
them to the Guest Services office in Peachtree
room. Guest Services staff will work to locate

the child’s parent.

Lost and Found Items

Please bring lost items to the Lost and Found

located in our Guest Services office.

Y- A Medical or Fire Emergency

Report to Area Leaders, Security or Law Enforcement

-+
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Describe specifically what you are reporting, including:

e  What type of emergency, medical or fire
e Where it occurred, be as exact as possible
e Your location

e What actions have been taken

First fid

If a life-threatening emergency or a police emergency
arises and you cannot quickly reach an Area Leader with
a radio, dial 911 on your cell phone and send another
volunteer for help. All incidents should be reported to

the Georgia Festival of Trees staff immediately.

For minor emergencies, please take the sick or injured
the Amerimed Medical Services sign.

For major emergencies, please find the nearest Area

Leader. Each leader has a radio to connect them to

emergency personnel.



PARKING
AT THE

GAS SOUTH
DISTRICT

GAS () SOUTH

DISTRICT
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DECK #1

NOTE::

Parking Deck #1 is most convenient to park your sleigh
and then jingle over to the Convention Center. Parking for
everyone is just $5.00, credit/debit card only.

When it comes to parking at the GSD, even Santa doesn’t have
magical powers. We can definitely give you some suggestions,
but please be aware that Georgia Festival of Trees does not
have any control over the parking lots.
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Set Up Team - Come join our Set-up/Decorating
dream team, and let’s make the upcoming
festival a magical wonderland for all to enjoy!
We're looking for like-minded enthusiasts who
love to transform spaces into beautiful and
festive scenes. Let's work together to bring
joy and wonder to all who attend. Set-up/
Decorating Shifts include the following areas:
Set-up, Decorating, and Auction Donor Support.
There is something for everyone on set-up days!

SupportTeam- When our guests have questions
about the Festival, our Festival Support Team
has their back! They’re the ones who answer the
festival phone line, greet our live entertainers,
and you might even lend a hand at the ticket
counter. Plus, they’re always ready to help in
person! You will work with our executive team
and office staff to ensure an amazing experience.
Sign up for a volunteer shift on the Festival
Support Team if you'd like to volunteer in any of
these areas. *Ticketing *Office Support *Guest
Services *Entertainment Check-in.

Gift Shop Team - Oh, Christmas tree, Christmas
tree, join the festive shopping spree! As a
volunteer in one of the Festival's boutique
gift shops, you'll spread joy by helping guests
whether they're looking for a perfect present
for a loved one or shopping to augment their
own Christmas decor. Stock shelves, handle
transactions, and delight our guests with your
cheerful presence. No need to worry; we'll train
you for purchase transactions.

g ¢
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Children’s Activities Team - We love our little
guests and want to provide them with a festival
filled with fun. Reindeer Games wants YOU to
bring the fun and make unforgettable memories
with the kids. Get ready for a sleigh full of
activities like Santa letter writing, epic bubble
machines, and even a call to the North Pole. Let’s
make this an adventure they’ll never forget! Sign
up for a shift on the Children’s Activities Team if
you want to volunteer in any of these areas. *EIf
Training Academy *Lil’ Elves Driving Academy
*Reindeer Games (Arts/Crafts & Games) *LEGO
Play Area, or *Santa’s Workshop (A Secret Santa
Shopping Experience).

Festival Activities Team - Sign up for a volunteer
shift on the Festival Activities Team if you'd like
to volunteer in any of these areas. *Photos with
Santa, *North Pole Express (Train) *Information
Table, or *Sugar Cookie Decorating. (Volunteer
roles are assigned first come, first served at
Volunteer Check-in.)

Tear Down Team - Oh no, the party’s ending,
but the fun continues! With everyone pitching
in, we'll have packing done in a jiffy. Help us
take all the goodies - merchandise, fixtures, and
equipment - down and get it ready for the ride
home. Bonus points if you have some heavy
lifting and Tetris-level stacking skills.

PLEASE NOTE: Specific volunteer roles are
assigned first come, first served at Volunteer
Check-in. Plan to arrive early for best selection.



SPEAKING ON BEHALF OF
GEORGIA FESTIVAL OF TREES

No volunteer may act as an official
spokesperson for Georgia Festival of Trees
without designation by the Executive
Director. Volunteers are encouraged to
promote Georgia Festival of Tree's work in
formal and informal settings which do not

include media interviews.

If volunteers are asked to speak about their
work with the Georgia Festival of Trees at a
formal event, they shall inform an executive
team member and seek information on the
upcoming festival, current fund-raising goals,

or our charity partner.

PUBLIC
RELATIONS

The Festival public relations
team has prepared materials
for any volunteers who are
invited to share the Georgia
Festival of Trees mission

in any formal or informal

setting.

Volunteers interested in
obtaining this information
should contact Angie Ulibarri
via email at
angie@gafestivaloftrees.org.
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SOCIAL MEDIA
PICS & VIDEO

Volunteers are encouraged to share
their experiences with friends, family,
and networks. The Georgia Festival
of Trees can be found on Facebook,
Instagram, LinkedIn, and YouTube -
and social media is a great place to

share experience.

Follow, like & tag the Georgia Festival
of Trees and share photos & status
updates to show Atlanta what it's like
to volunteer at the Georgia Festival of
Trees.
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FAQs

Our frequently asked questions are explained below.

HOW DO | REGISTER?
To register as a volunteer, go to gafestivaloftrees.org/volunteer and fill out the form. You will be immediately directed to
our volunteer portal, Bloomerang, where you can view volunteer opportunities and register as a volunteer.

HOW DO | SELECT MY SHIFTS?

Once you are registered in our Volunteer Portal, you can register for any shift you like. If you get lost in the system, you
can find available options by clicking the orange search icon in the upper left-hand corner of the page. Once you select an
opportunity, you will be guided to choose a shift that works best for you.

HOW MANY SHIFTS CAN | WORK?
There are no limits to the number of shifts a volunteer can work. We recommend that you sign up for shifts you are
committed to covering so we are not short-staffed.

WHAT SHOULD | DO IF | CANNOT COMPLETE MY SHIFT?

We understand that sometimes life happens. Before October 31, simply remove yourself from the shift in Bloomerang.
After, November1, if for some reason you cannot keep your commitment we ask that you notify us by email at volunteers@
gafestivaloftrees.org or text 678.783.4455 as soon as you know you cannot attend.

HOW LONG IS A SHIFT?
Most shifts at the Georgia Festival of Trees are 4.5 hours long.

WHERE DO | PARK?
Park in Deck #1 at GSD. It's just a short walk across the circle drive to the Convention Center.

HOW MUCH IS PARKING?

We have negotiated a volunteer parking rate of $5.00. You will receive a special QR code each day you are volunteering.
This code, when scanned will provide the parking attendant with the correct parking fee. The QR code does not need to
be printed as it can be easily scanned from your phone’s screen.

WILL | RECEIVE TICKETS FOR THE EVENT?
All registeered volunteers will receive two complimentary general admission tickets valued at nearly $40. These can be
used or shared by the volunteer. You will receive a special redemption code via email.

WHERE IS THE FESTIVAL LOCATED?
The Georgia Festival of Trees will be held at the Gas South Convention Center in Halls A-D.




FA Q S / CONTINUTED

Our frequently asked questions are explained below.

WHAT IS THE DRESS CODE FOR VOLUNTEERS?

We ask volunteers to wear dark-colored pants or skirts red, green, or white shirts. You will receive a Georgia Festival of
Trees apron and lanyard upon arrival, and you will need to wear both during your shift. The World Congress Center requires
all volunteers always to wear a name tag. When you have finished volunteering, your apron and lanyard are yours to keep.

you will be able to keep your apron and lanyard. (See also page of this handbook.)

WILL THERE BE TRAINING FOR VOLUNTEERS?
Along with Volunteer Orientations offered in October/November, you will receive training documents from each department

in which you have registered to volunteer. Your volunteer coordinator will provide this information when it is available.

ARE SNACKS PROVIDED FOR VOLUNTEERS, OR CAN | BRING FOOD?

Snacks and drinks will not be provided for volunteers. You may pruchase food from the Food Court on the lower leves of
the Convention Center or at any of the numerous restuarnts located near GSD. You may also bring a lunch or snacks with
you. We will have limited, unmonitored storage space in the guest services office or behind the scenes in your volunteer

area for lunch boxes. Please do not bring anything valuable and make sure to lable bags with your name and phone # in case

you leave it behind.




