Not-for-Profit Leader Handbook




71/

%

%

)

&()

#12

56

%




April 2009
Welcome Letter . . . ...

Table of CoNtentS . . . ...
Who Are My Rose Quarter Contacts? . . . .......... ...
What are the group leader’s responsibilities . . .. .....................
Food For Funds Program — Most Frequently Asked Questions ..........
Scheduling Flow Chart . ......... ... . .. . . . . ..
Scheduling — Most Frequently Asked Questions . .. ...................
Compensation — Most Frequently Asked Questions . .. ................
Vault & Cash Handling Guidelines ........... ... .. .. .. . . ..
Sample Cash SIip . ...
Sample NFP Commission Check .......... ... ... .. ... ... . ... ...
Training — Most Frequently Asked Questions . . . .....................
OLCC Alcohol Service — Most Frequently Asked Questions ............
What Kind of Hats Will My Group Need? . ..........................
NFP ID Badges & Facility ACCESS . ... ..t
Responsible Volunteer Tips ... .. .o

Let’'s COmMUNICALE . .. ...t




#3 % &
, 16* .
' 7
1'6
;< !
71 0
$ o ;
= 3 4
) >
2 9  6(% * 9
= * ; - 9
@ ABB B@ @ ABB B@C
D O D O
"l
@ABB EA
D 0
0
= 39 % F 4>
0 7 8 6
1 9
@ ABB BF @ ABB B@B
0 D O $ D O
' &
! 1'6 & (
G +

1'6




1'6

1'6

1'6

1)--

- OO,
A A A A

1'6

1'6

A A

> (

1'6

1)-- 0

) #

%

HE

1)--

| +

3F HF

HE




3 HE4 !

0
1. 1&
# = 1+ 7 * )

#" 1)-- 6 / (
23 4 ("532 =
6 $
) 126 (& &, %6 (199261 1) I6,L 1,
[<2y= T +
7
HF HB
3 4
+&

We are very pleased to be able to offer free parking to volunteers and employees
working events at the Rose Quarter. It is however, recommended that groups travel by
carpool as traveling to the Rose Quarter prior to events may be difficult due to traffic.
A packet outlining the parking options along with our parking hotline number will be
provided to individual volunteers at our orientation or upon request.
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“Our group has to attend out-of-town competitions during the entire month of March
and we don’t have enough volunteers who can cover our commitment during that time.
XYZ High School has offered to cover for us. Is that OK?

The following policy addresses trading confirmed events with another group.

1. If your group cannot staff its Adopt-A-Stand location for their Blazers or Winter
Hawks games, they cannot use another group (or another group’s individual
volunteers) to cover their shortfall. Allowing groups to “cover” for each other
would defeat the purpose of the Adopt-A-Stand arrangement. This option was
designed to serve as a “reward” for our groups who were seasoned, well
organized and large enough to commit to the staffing levels they were aware of
well in advance of the season. Most importantly, to assure continuity of the best
guest service possible by having the same volunteers in the same location (i.e.
familiarity with the location, menu offerings, operation, etc.). That's why we pay
a $1,000 bonus. NO replacement groups will be allowed to “cover” another
group’s Adopt-A-Stand commitment. If you are having difficulty meeting your
obligation for a specific game, it is your responsibility to contact Holli Matter as
soon as you are aware of the problem and OFS will determine the best course
of action. Any group attempting to meet their Adopt-A-Stand obligation through
using another group will be disqualified from receiving the completion bonus
and may suffer expulsion from the program.
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2. If a group anticipates a challenge with staffing a non-Blazer or non-Hawks
event, and they have found another group which is open to assuming the
commitment for them, the following policy applies:

a. We will only allow an entire group to substitute for another group, not
individual volunteers. That means that if ABC High School needs 3 more
volunteers to staff a concert, they can’t “borrow” volunteers from XYZ
Soccer Team. The entire staffing commitment for that location needs to
be reassigned to XYZ Soccer Team and OFS will compensate the
substituting group per the regular compensation terms. Per IRS
regulations, one group is NOT permitted to pay another for their
volunteer efforts. This applies equally to compensating individual
members.

b. ALL changes to staffing must be PRE-APPROVED by Holli Matter,
Staffing Coordination Manager. Groups cannot make staffing changes,
transfer their commitment, or “give away” their event confirmation to
another NFP group without Holli’s written approval. OFS recognizes that
an “emergency substitution” may occasionally be necessary; over-use of
the substitution policy will be construed as abuse of the program and
result in separation from the program.

C. Some individual NFP volunteers may belong to more than one NFP
group (i.e. a family who volunteers for the son’s soccer team, the
daughter’s high school dance team, and their church, all of which may
be active NFP groups.) This is fine AS LONG AS THE INDIVIDUAL
VOLUNTEER IS LISTED ON THE ACTIVE ROSTERS OF EACH
GROUP HE/SHE IS A BONA FIDE MEMBER OF . And, yes, OFS will be
checking this. To allow non-members to “volunteer” for an organization is
not in keeping with the spirit of volunteerism and organizational support
the FFF program promotes. To compensate non-members for their
individual “volunteerism” is illegal.
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@Ovations

Catering to the Highest Acclaimi

Location _@H! +Ml-/ =
Date __oaM @)

CURRENCY 1
Hundreds G

Fifties

Twenties

Tens

Fives

Twos

Ones

ROLLED QUARTERS

H@

LOOSE COIN ONLY
Dollars

Halves

Quarters H

N(C

Dimes

Nickels

Pennies

Credit Cards

Travelers Checks

NH ;<=

H; < = 3@

H

5@N@ ;<= 4

Rose Qtr Dollars

Family Fun Pack

Season Ticket Holders

TOTAL

NF@

Less Bank
Deposit

;-

v
Z
>

NA@

>
@ NH ;<= @ N@ ;<
NA 3AN@ N@ ;<
5N@ NH <= 4

~

Completed
By: (

Time:

Received By:

Time:

2 ( +,
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Operating Account

Ovations Food One Center Court, Suite 150

Services, LLP
P?Q}g";gg?%?” DETACH BEFORE DEPOSITING No. 12345
/Ref. Nbr. Inv. Nbr. Inv. Date Inv. Amt. Amt. Paid Disc. Net Check\

000002 0503 — 251 5/15/02 500.00 500.00 0.00

000003 0515 - 233 5/15/02 350.00 350.00 0.00

000004 0520 - OLCC  5/15/02 15.00 -15.00 0.00

000005 0525 — Hat 5/15/02 5.00 -5.00 0.00

000006 0530 — 550 5/15/02 750.00 750.00 0.00

000007 0530 — 550 5/15/02 50.00 -50.00 0.00

1,497.60

5/15 OLCC No Show — Jane Doe

5/15 Hat Deduction — John Doe

/ i
Bank
i Commerical Bank L 12345 \

OperatinoA=== S-2-_Daq 4009,

One our Hu

Group, Inc.
234 SE Front Ave.

\ STedhs Portland, OR 12345

Reference & Invoice Number Key:
000004= OLCC class shortage, deducted $15 from grougr'sieg for no show.

000005= NFP group member purchased a hat using Hat Bamplant Form, $5 deducted from
the group’s earnings.

000007= Staffing shortage for the event, $50 was deduittem the group’s earnings.
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Responsible Volunteer Tips:

Teamwork:

<
!

Grievances:
16 ! I

Harassment and Discrimination Policy:
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Incident Reporting:
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