
 

 

 

 

VOLUNTEER INDUCTION MANUAL 2025 
  



ABOUT THIS MANUAL 

Welcome to Storyfest Out West 2025.  

This training guide is intended to provide you with comprehensive details and instructions for all 

aspects of the Festival. Please read the entire booklet closely. If you have any questions or require 

clarification, please do not hesitate to contact the Storyfest Events Office. A copy of this booklet will 

be available for your reference at the Festival at the Volunteer Sign-In. 

Thank you again for your support. Enjoy Storyfest Out West 2025!  

 Storyfest Phone Number – 07 5559 7377 

 

ABOUT STORYFEST 

Following in the footsteps of literary tradition, Storyfest is the writers’ festival for the Gold Coast, the 

cornerstone of which is its annual three-day event held in March/April. 

Delivering a series of literary experiences along with workshops, masterclasses and featured authors 

throughout the year, Storyfest nurtures emerging writers and provides opportunities for readers and 

writers alike. 

Offering over 130 events to the wider community, Storyfest has secured its place on the Gold Coast’s 

cultural calendar! 

 

SOCIAL MEDIA 

We would love visitors, staff and volunteers to join the conversation online by sharing images and 

tweets on the day:     #Storyfestoutwest 

 

EVENTS DURING THE FESTIVAL 

Storyfest Out West, 10 to 12 September 2025, will include; 

- Author Sessions 

- Workshops and Panels 

- Author Book Signing 

- Literary Lunch 

-  Young Illustrators’ Breakfast 

-  Young Writers’ Dinner 

  



 

FESTIVAL MAP 

 

  

 



INFORMATION AND TICKETS  

This will be open for the duration of the festival and can be a point of call for any problems. The 

ticket booth also is treated as an information booth and first aid.  

FIRST AID 

First aid will be available throughout the entire event.  Please be prompt to direct or escort anyone 

who needs medical attention to the first aid facilities located at the Information Booth. This includes 

other volunteers as well as event attendees.   

THE HARDBACK CAFÉ 

Volunteers are welcome to purchase food at the onsite café. 

FESTIVAL BOOKSHOP 

The Festival Bookshop stocks an extensive range of books by all the authors and illustrators 

attending Storyfest Out West. The Festival Bookshop is open between 8.30am and 3.00pm 

throughout the festival and 4.30pm to 7.30pm at the Prologue Party. 

Authors are available for book signings at the end of each of their sessions, there will be a dedicated 

area for this. 

PROTOCOL STUDENTS 

A protocol student will participate in most sessions. The role of the protocol student is to introduce 

the author and thank the author at the end of their session. They will be seated in the front row for 

the duration of the session.  

STAFF AND VOLUNTEER ROLES AND RESPONSIBILITIES  

This Section provides an overview of the volunteer roles required during the Festival and gives a 

brief summary of the tasks required in each role.  

POSITION RESPONSIBILITY 

Ushering 
Responsible for ensuring the venue is set-up for each session, checking tickets and assisting 

visitors with seating. 

Festival Site Entry 
You'll provide assistance in locating venues, facilities, as well as a general meet and greet 

about the Festival and relevant events. 

Hardback Café 

ENCLOSED SHOES AND CLOTHES APPROPRIATE FOR FOOD PRODUCTION AREAS ARE 

REQUIRED. Assist with the sale and service of food (snacks/meals), as well as hot and cold 

refreshments. 

Festival Bookshop Unpacking books, filling shelves, crowd control, pack up at the end of the festival 

Author Green Room Assisting with author’s needs, as well as their arrival and departure  

 

  



GENERAL VOLUNTEER PROCEDURES 

VOLUNTEER VESTS 
When on duty, you must always wear your Storyfest volunteer vest and lanyard. This can be 

collected when signing on for duties each day from the Volunteer Sign-In. Vests must also be 

returned when departing your shift. Please ensure appropriate time is allowed before and after 

shifts to collect and return vests. Under the vest casual clothes are acceptable, please no exercise 

clothes. Closed-in flat shoes are expected to be worn at all times while on duty, style and colour is 

not specific but please ensure they are appropriate for the tasks you are expected to carry out. 

 

REFRESHMENTS 
If you need a break, see if other volunteers can cover your place. Another volunteer or staff member 

will need to be assigned to cover you, so please be punctual about returning to your post. Please 

bring your own water bottle. It will be possible to refill your own bottle at water stations throughout 

the precinct. Food and beverages are also available for purchase throughout the festival.  

SMOKING  
Smoking is prohibited in all areas. 

 

ALCOHOL 
No alcohol is to be brought into this event. No Alcohol is to be consumed prior to or during a 

volunteer shift. 

 

WHEELCHAIR ACCESS 
Every effort is taken to ensure all areas of the event are accessible by wheelchair. 

 

CANCELLATION 
The event is unlikely to be cancelled, except in the case of a global pandemic, severe weather, when 

property and/or life may be endangered. The Storyfest Team will communicate these changes 

predominately via email and social media.  

 

LOST PROPERTY 
During the Festival, any items found in any of the Festival venues will be lodged and stored at the 

Information Booth.  

 

LOST CHILDREN 
Lost children will be escorted by an usher to the Information Booth, where they will be kept until 

parents/teachers arrive. You will be advised if you need to make an announcement in the venue. If 

this is required, DO NOT state the child’s name (“Attention visitors and staff, there is a lost child, 

who will be escorted to the Information Booth”). Please note all children 14 years and under require 

adult supervision.  



DEALING WITH THE PUBLIC 
Please read the information you have been given to ensure you are able to assist with any general 

enquiries. There will be plenty of signage around the Festival site to assist patrons to navigate the 

Festival but Volunteers will be their point of contact at all times. 

• Please walk through the venues/precinct areas prior to your shift. 

• Please read and familiarise yourself with the Festival programme before your first shift. 

• Familiarise yourself with the locations of toilets (please take special note of toilets for people 

with disabilities), performances, and other activities. 

• Locate food outlets, festival venues and their associated programs in surrounding venues. 

• Introduce yourself to patrons, e.g. “Good morning. I’m Sue, a volunteer with Storyfest. How 

can I help you?” 

• Speak clearly and at the eye level of the listener, i.e. bend down to children, where 

appropriate. 

• Be willing to listen. 

• All sessions, including free sessions, are ticketed. If seats are available for free sessions once 

patrons with tickets have been seated, invite other patrons to enter. No overcrowding is 

permitted; audience members must all be seated. 

• If the venue is at capacity, please direct patrons to the information booth. 

• Be polite and courteous at all times. If patrons become angry or rude, advise them that you 

will contact a Storyfest staff member to assist them personally. 

 

DEALING WITH THE MEDIA 
All media is to be directed to festival staff. Volunteers are not authorised to speak to the media on 

behalf of Storyfest. 

If approached by media, politely state: “For all media enquiries please contact the Festival’s CEO 

Andrea Lewis or visit the Information Booth" – 0417 963 705 

 

COMPLAINT MANAGEMENT 
Please handle all issues with discretion and diplomacy. A record of a complaint must be made, 

complaint forms can be found in venue managers' folders. Please direct unhappy visitors to the 

Information Booth.  

  



 

FIRST AID AND EMERGENCY PROCEDURES 

FIRST AID PROCEDURE 
If first aid is required by anyone throughout the festival, ensure they make their way to the first aid 

facilities in the Information Booth.   

In the event of injury or accident, you should: 

• Calm the injured person; 

• Contact a Storyfest staff member on 07 5559 7377. Give them your location, using venues or 

entrances as a reference point. Stay with the injured person until the First Aid Officer arrives. 

Storyfest or Venue staff must ensure an Incident Report has been completed – spare copies are 

available from the Information Booth. 

 

MEDICAL EMERGENCY PROCEDURE 
In the event of a medical emergency; 

• Advise Storyfest Staff 

• Dial 000 

 

NON-MEDICAL EMERGENCY PROCEDURE 
In the event of a non-medical emergency; 

• Contact Andrea Lewis 0417 963 705 or the Information Booth 07 5559 7377 

• Await further instructions 

• May have to assist in evacuation 

 

EVACUATION PROCEDURE 
On the EVACUATION SIGNAL, you will be guided by Storyfest to leave the building via the closest exit 

and assemble at the meeting point at the Longreach School of Distance Education.  

If you have a physical disability, on the Alert Signal, go to the nearest exit. The Warden will arrange 

the evacuation. Do not leave the evacuation assembly area until directed by Storyfest Staff. 

  



 

WORKPLACE HEALTH AND SAFETY 

Storyfest is committed to providing a safe workplace environment. If you suffer illness, injury or 

think you may have been injured or your health affected while working for Storyfest, you must: 

• Inform Storyfest Volunteers’ Coordinator  

• Liaise with our First Aid Officers, who will determine, in consultation with you, if medical 

treatment by a doctor is required. 

• Be aware that all accidents and incidents must be reported and will be investigated. 

Manual Handling results in around 1/3 of all occupational injuries within the Australian workforce. 

Please take care during any activity involving manual handling and be aware of the dangers. Manual 

handling is simply the action of: 

Lifting, Lowering, Pushing, Moving, Pulling, Holding, Carrying, Restraining. 

Manual handling is more than simply carrying an object, it can include a wide range of activities that 

can prove a risk to your health and wellbeing. It should be noted injury is not always simply caused 

by the size of the load but also the method used to lift or move the load. 

Always assess any task involving manual handling risk - with great care and consider your own 

stature, strength and that of others in the workplace. Prior to attempting manual handling of a large 

or heavy object, please refer to procedures or information on correct Manual Handling Techniques 

from your supervisor or the Volunteer Coordinator. 

ELECTRICAL SAFETY 
If you suspect that any electrical equipment or a lead may be faulty, please report it immediately to 

your supervisor. Please do not use any personal electrical devices, such as mobile phone chargers, 

unless they have been tested and tagged. Keep children away from lighting equipment as it may be 

hot. 

TRAINING 
All volunteers are to undergo relevant training for their volunteer role: this will include training 

pertinent to their role and is often delivered on the job. Part of this induction is understanding the 

workplace health and safety issues relevant to your voluntary role. 

INCIDENT REPORTING 
All accidents, incidents, injuries and near misses must be reported to your Supervisor immediately. If 

you were to sustain an injury or near miss, you will be required to complete an Incident Report, 

which your Supervisor will assist you with. It is important to report everything no matter how small 

so we can make improvements to minimise the risk of something similar reoccurring. Incident 

reports can be found at the Parents and Friends Volunteers Room. 

 

RISK ASSESSMENT & SAFETY 
All volunteers and employees of Storyfest can participate in a strong safety culture. 

Storyfest strives to identify and eliminate or control risks to volunteers, staff, patrons and 

contractors. As a volunteer you are encouraged to play an active role in identifying and eliminating 

risks you may encounter in your workplace or duties. 



A Risk Assessment is essentially a process for outlining the risks associated with a particular task, 

activity, situation, or location. The risk assessment analyses the potential or risk arising to one’s 

safety from the work you plan to undertake, the risk assessment then outlines precautionary action 

you should take to minimise harm. 

This section of the handbook describes the purpose of a Risk Assessment to get you thinking about 

the risks associated with your voluntary position. 

• A Hazard is the task, object or circumstance that has the potential to cause harm e.g. 

working in cold or hot conditions, working near traffic or lifting heavy objects. 

• A Risk is the harm or result that could occur when people interact with the hazard, e.g. 

hypothermia, heatstroke, broken bones, strained back. The severity of a risk takes into 

account the likelihood of harm and the consequence should harm occur. 

• Risk Control is a strategy implemented to eliminate or minimise an identified risk. All 

volunteers should ensure they are aware of the Risk Assessment relevant to their role. 

There are a number of ways in which a risk can be controlled. The Hierarchy of Control described 

below outlines the types of risk management controls that can be taken and the order in which they 

must be applied. Storyfest will use the Hierarchy of Control to develop a Risk Control Plan to identify 

how to eliminate or minimise the risk of injury or illness. Please familiarise yourself with the 

Hierarchy of Control to address risks you encounter, or immediately alert your supervisor of a risk so 

they can address it, to minimise the chance of injury or illness.  


