
VOLUNTEER TRAINING MANUAL

Over 193 films in 6 VENUES
from 16 Countries in 5 days in person, 7 days virtual



THANK
YOU

Volunteers

The Garden State Film Festival could not exist 
without our army of dedicated volunteers. 

from all of 
us at GSFF!



VOLUNTEER APP
Download NOW
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Director of Operations

Lauren Concar Sheehy



Board Member 
Czar Manager

Garden State Film Festival

Tina Notaro

Filmmaker 
Hospitality

Charlene Horne
Board Member

Stephanie Clineman



Production Coordinator
Tatiana Fiore

Garden State Film Festival

Taylor Mueller
Social Media Coordinator

Adele Taylor
Social Media



SAGE DelValle
Director of Technology



LEARN THE SCHEDULE List of Films A-Z



Cranford Theater
Wednesday and Saturday 7pm-9pm











GSFF JITNEY EXPRESS



Lobby and Production Offices
Kingsley Ballroom: 1st  Floor
Continental Room: 2nd Floor
Johnny & June: Happy Hour (Sat)
Oval Room: 2nd Floor (Sun)
Crystal Ballroom: 2nd Floor (Sun)

LIVE VENUES ARE…
Berkeley Hotel
1401 Ocean Ave Asbury Park



VENUES

Lobby 

* Production Office
* Technology Office

* Filmmakers Lounge

Berkeley Hotel
1401 Ocean Ave Asbury Park



LIVE VENUES UP CLOSE

Kingsley Ballroom
(1st Floor)

FILM SCREENINGS
Saturday & Sunday

Continental Ballroom
(2nd Floor)

Volunteer Room: Behind Kingsley



SATURDAY HAPPY HOUR

Berkeley Johnny & June Room
Saturday @ 5:00pm-5:45pm



The Asbury Hotel
210 Fifth Ave, Asbury Park
Asbury Hall- Entrance to the left of the main entrance

Asbury Lanes
209 4th Avenue, Asbury Park

LIVE VENUES ARE…



Asbury Lanes
Thursday – Meet the Filmmakers
Friday – Gala and Opening Feature
Saturday & Sunday – Screenings

Asbury Hotel 
Saturday and Sunday - Film Screenings

LIVE VENUES UP CLOSE



Theater: 1st Floor

Volunteer Room: 
2nd Floor

VENUES
Jersey Shore Arts Center
66 S. Main Street, Ocean Grove



Venue CZAR
Each Venue has a manager in 
charge of overseeing all 
volunteers for a shift and 
facilitating the overall 
precision of a screening block.

* We need photos of 
everything. Please take 
photos/selfie’s while you are 
working and email to Kristen 
kristen@gsff.org

please learn the schedule



Volunteer Positions

Ticket Takers / Ushers
Box Office / Ticket Sales

Merchandise Sales
Filmmaker Hospitality
GSFF Information Guide

Projectionist

Some of the other jobs:

POSITION NOT NEEDED ANYMORE
COVID Health Screeners

ALL volunteers must report to 

their Venues and Czars.
(Do Not come to the Production offices) 

Production Coordinator and Assistants 
will come around to check you in. 



HOW A SCREENING BLOCK FLOWS:

HOST OR CZAR  will read the provided script
(IT’S IN THE BINDER IN THE VENUE CONTAINER)

All films will be played in each block. After all films screen:
- Host/Czar will moderate Q & A
- IF YOU SEE THE Q&A RUNNING OVER

PLEASE HELP HOST WRAP IT UP!!

EVERY SCREENING BLOCK HAS A HOST!!

Host/Czar asks patrons to empty screenings to ensure 
the schedule stays on track



DOES NOT GIVE YOU 
Virtual ACCESS

** allows patrons to get into MOST events, screenings, and parties **
DOES NOT INCLUDE Awards Banquet – Separate Ticket

BADGES = 
Multi-Pass



2022 Ticket Prices

Screening Event $17
Multi-Pass SOLD OUT
Meet The Filmmakers Event (Thurs) $25
FRIDAY GALA (Fri) SOLD OUT 
Saturday Day Pass $30
Sunday Day Pass $20
Awards Reception $125

* plus any applicable venue feesGsff.org/tickets

Ticket Takers/Ushers 
This job includes taking tickets and includes ‘holding the line’

Pre-purchased 
Tickets – CAN 
Show you a 

PHONE



Ticket Takers/Ushers
Taking tickets, ‘holding the line’ and directing those 
WITHOUT tickets or badges to hospitality or box office. 

DO NOT RIP OR TAKE THE WEEKEND PASS & the DAY PASS

** WRITE 2022 on the back of the ticket **
(next to the sticker)

Print At Home Tickets are purchased 
through brownpapertickets.com

INDIVIDUAL SCREENING TICKET
Film goers can purchase single ticket 

(until theater is full)
This is the ONLY Ticket that gets

RIPPED or you could take it from them.



Merchandise
t-shirts, long sleeve, caps, magnets

* Making sure all venues are kept stocked 
with merchandise (please advise Czar if 
running low)
* Making sure all merchandise is 
displayed nicely and is hocked to 
attendees before and after each 
screening.

GSFF does not survive on ticket sales alone. 
Merchandise sales, as well as donations, help to ensure 

that we will continue to exist. 

Duties include:
* Selling festival merchandise at the entrance to the various venues. 



GSFF MERCHANDISE



GSFF MERCHANDISE



$5.00

GSFF MERCHANDISE



HOSPITALITY

GSFF Information Guide
& Customer Service:

Duties include: Have a good understanding about 
how the festival works (i.e. screening blocks), as 

well as general information about Asbury Park 
and the surroundings. 

Distributing badges to filmmakers, answering 
filmmaker questions and making them feel 
welcomed and important.

* This may include some hand holding



OUR FILMMAKERS

Please note that our filmmakers come from all over the world.

How the filmmakers see us is the most important aspect of how we 
are perceived to the filmmaking community globally, and our 

ability to garner the best films year after year.

EACH FILM GETS 2 FILMMAKER BADGES for keepsake.

If anyone else from the film wants a badge, FILMMAKERS CAN 
PURCHASE MULTI-PASS & SWAP THEM OUT FOR A FILMMAKER BADGE.

Please thank them for sharing their films and coming from 
far and wide. They travel home and tell their friends and 
this is how we get really great films every year! 



GSFF APP - DOWNLOAD THE 2022 APP 

Customize 
your own 
personal 
schedule



Be Comfortable 
and Presentable 

Thursday Evening:
Meet the Filmmakers

Friday Evening:
Opening Gala - Cocktail attire



VENUE SUPPLIES AND HOW TO USE THEM
Venue Container:  

CZAR…FIND IT…
IT IS IMPORTANT!!

Contains all supplies needed for the Venue:
merchandise, flashlights, first aid kit, 1 
Production Book (A go-to guide of the entire 
festival. Please take a minute to look it over). 

***OPEN ALL COMPARTMENTS OF THE VENUE CONTAINER!!! ***



BOX OFFICE 
NOTES /

ADA POLICY
OUR WHEELCHAIR 
BOUND FRIENDS 

WITH
ONE HELPER 

ADMITTED FREE 



FREQUENTLY ASKED QUESTIONS & ANSWERS:
WHERE DO I BUY MERCHANDISE? 

Each Venue, or within the proximity will sell 
merchandise. The largest size selection is at the 
Main Box Office in the Berkley Oceanfront Hotel.

WHERE DO I BUY TICKETS? 

Each Venue will have a BOX OFFICE that sells tickets 

WHAT TIME DOES THE SHOW START?

Check schedule. Best way is to download the new 
app

Also, look at the middle fold in program and 
www.gsff.org

WHERE CAN I GET A PROGRAM? 

At every Venue!

WHERE ARE THE BATHROOMS? 

Please notice where they are
closest to your venue.

HOW DO I GET TO (ANY VENUE)? 

Please refer to map in program.



VOLUNTEER PERKS: 

Light snacks 
while 

working. 

PERKS: 
COMPLIMENTARY IN-

PERSON
Multi-Pass

Discounted Room Rates 
at the Berkeley Hotel 
and Asbury Hotel

Volunteer & Craft Services Room will be located at each venue. 

** Please don’t travel with the food



EMERGENCY PROCEDURES



How to Report a Fire

If you discover a Fire or Smoke Condition 

1. Pull the nearest fire alarm/pull station. This will 
notify the local fire department

2. Call 911 from a safe location to confirm & identify 
the location of a fire in the building. 

3. Direct others to evacuate the building. 

If you SUSPECT a fire in the building call 911. Small fires in their 
incipient stage can be extinguished with a fire extinguisher only if the 

fire alarm has been activated and the user is trained to use a fire 
extinguisher. Attempt to extinguish or control a fire only if you can 

do so without endangering your own or anyone else’s safety. 



Emergency Exits
When you arrive at your assigned venue 
familiarize yourself with the location of all 
emergency exits.  Paying particular attention to 
those located near where you will be stationed.  

In the event of an emergency that causes the 
venue to have to be evacuated; direct the 
patrons to the nearest emergency exit that is 
away from the immediate emergency.  

Move patrons away from the building to a 
designated evacuation site immediately to avoid 
danger from falling debris & to allow room for 
First Responders.  Do not congregate in lobby 
areas or just outside exit doors. 



Police Activity Procedures

In the event that the staff notice or are informed 
there is police activity in the area it may be 
necessary to ask the patrons to remain seated in 
the venue and not exit during intermission or after 
a show until it is safe to do so.

Examples include: Active Shooting, Suspect 
Search, Robbery, Etc.

Please remain vigilant and keep patrons away from windows and inside the 
auditorium.  Please keep patrons calm and inform them that they are not in 

immediate danger and that this is standard procedure.

In the event of police assisted evacuation, follow all police instructions, as they 
are now in charge.  Advise patrons to  remain calm upon exiting, walk don’t run, 

and listen to all instructions given to you by the police officers



Power Outage (Blackout) Procedures

As soon as the power goes out, an announcement should be made  from the stage (this 
most likely will be from venue staff) asking the audience to remain in their seats until 

the situation is clarified.

Power outages are sometimes of short duration and during a performance it may be 
less hazardous for patrons to remain in their seats than to exit the darkened building. 

After a period of time the venue staff will make the determination to evacuate or 
continue to wait. If it is decided to evacuate, follow the  evacuation procedures.

For reporting a power 
outage or to check when 
power will be restored:
JCP&L 1-888-544-4877



Procedures for Disabled and people with Special Needs

People with disabilities will often need assistance to evacuate. 
The individual with the disability is the best expert in his or her 

disability, so always ASK a person with a disability how you can 
help BEFORE attempting any rescue technique or giving 

assistance. Ask how he or she can best be assisted or moved, and 
whether there are any special considerations or items that need 

to come with the person.

Unless imminent life-threatening conditions exist in the 
immediate area occupied by a non-ambulatory or person with a 

disability, relocation of the individual should be 
limited. Wheelchair accessible areas for patrons should be 

closest to the ramp egresses.



Medical Emergencies

Never attempt procedures that you are not certified to practice. The following are 
guidelines that, combined with a level of critical judgment, should help to determine the 

status of the patient and the nature of the emergency: 

IN THE CASE OF ANY SERIOUS MEDICAL EMERGENCY CALL 911. 

• State the nature of the emergency. 

• State the exact location of the emergency. 

• State your name and callback phone number. 

• Do not hang up until the emergency dispatcher does so. He/she may need more 
information. 

Only if you are trained in CPR and First Aid should you administer aid to the individual 
in life threatening situations.  

If there is an AED on site and you are trained in the proper use only then administer this 
aid as it can make the difference in saving someone life until medical personnel arrive.



IMPORTANT!
We need YOU to be on time!

PLEASE WEAR A WATCH!

Please Call if you are having any trouble being on time.
24-hour notice (text/call) if you CANNOT make your shift.
Please make sure that you get a response, so that you know your message has been received. 

KRISTEN 
609-385-3911 (Call/Text)

TATIANA
303-917-9124
(Call/Text)

THANK YOU TO ALL OUR 
CHERISHED

VOLUNTEERS!!!

STEPHANIE
609-513-8432

Czars Only Call

TINA
609-432-3209

(Call/Text)



#GSFF #GSFF2022

#SOCIAL MEDIA
We want to see you!
Any photos you take 

please use


