Kingston Stadium Volunteer Descriptions
Kennedy Booster Club provides volunteers to work at Kingston Stadium during high school football games and in return receives $850 per game from the Cedar Rapids School District.
There are six positions that need to be filled, in varying numbers, for each game.  The following is a description of responsibilities for each position.

Sport Representatives
Responsible for getting volunteers from their sport to work at the stadium.
· July – receive assignments for your sport from the Kennedy Booster Club Volunteer Committee.

· July-August – work with your sport’s coach to get a complete list of your sport’s athlete’s parents with contact information – e-mail and phone numbers.

· August – hold a parents and coaches meeting to discuss volunteer assignments at Kingston Stadium and Kennedy High School, sign parents up for a specific date and duty and confirm contact information.  If you do not have a parent meeting then send an e-mail or letter requesting help, and follow up with a phone call.

· One week before assigned game – contact parents by phone to fill remaining open positions.  Send completed list to Stadium Coordinator.

· Two days before assigned game – remind volunteers of their assignments.

Stadium Coordinator
Responsible for coordinating the volunteers for the assigned game/night.
· One week before assigned game – contact sport representatives to get a status of their volunteer assignments.

· Three days before assigned game – Prepare volunteer assignment list and submit it to Matt Dunbar at mdunbar@cr.k12.ia.us. E-mail a reminder to the sport representatives to contact their volunteers about the game schedule.

· Game Day – Arrive at Kingston Stadium by 4:30 pm.  Check in volunteers and send them to their assigned positions.  Fill in if a volunteer does not show up or arrives late.  You may leave after all volunteers have checked in.

Ticket Seller
· Check in at the Kingston Stadium office at the south end of the east grandstand ten minutes before assigned time.

· Receive instructions from the stadium manager, verify tickets and money before going to ticket booth.

· Walk with ticket taker to the assigned ticket booth.

· Sell tickets during assigned time.

· Count money and complete cash balance sheet.

· Walk with ticket taker back to the stadium office at the end of the shift.  Check in all money and tickets with the stadium manager.
Ticket Taker
· Check in at the Kingston Stadium office at the south end of the east grandstand ten minutes before assigned time.

· Escort ticket seller to the assigned ticket booth.
· Take tickets – regular admission and season tickets – at gate.  Punch student activity cards.  Verify passes for administration, band volunteers and others.

· Send students to the ticket gate for their school.

· Escort ticket seller back to the stadium office at the end of the shift.

Gate Keeper
· Check in at the Kingston Stadium office at the south end of the east grandstand ten minutes before assigned time.

· Control fan movement between east and west grandstands at the north and south ends of the field.
· Do not allow students to go to the opposing side unless accompanied by a responsible adult.

Stadium Host aka Red Coat (new color this year – it’s actually yellow vests)
· Check in at the Kingston Stadium office at the south end of the east grandstand ten minutes before assigned time.

· Wear red Stadium Host coat.

· Provide fans with stadium information – concessions, restrooms, medical assistance.

· Keep fans out of aisles and entrances.

· Contact security about unruly fans.
Team Tunnels Host
· Check in at the Kingston Stadium office at the south end of the east grandstand ten minutes before assigned time.

· Wear red Stadium Host coat.

· Control access to the stadium through the east grand stand tunnels – football teams, bands, game officials.
