


Welcome & Thank You

We extend you a very warm welcome to the Central Australian Show Society (CASS)
and thank you for volunteering your time with the Alice Springs Show.

We look forward to your support and participation whatever assistance you can offer.

We hope that you will have a satisfying, productive and fun experience with us and that
you enjoy the benefits that volunteering brings.

Andrew Barrett
President
Central Australian Show Society

Our Contact Details

Physical Address: Blatherskite Park, Len Kittle Drivel llparpa NT 0873
Postal Address: PO Box 2413, Alice Springs NT 0871

Phone: 08 8952 1651

Email: showealicespringsshow.com.au

Key People

Megan Deans - Acting Volunteer Coordinator - 0427 384 637
Rachael Mashford - Event Manager - 8952 1651

Andrew Barrett - President - 0437 114 998

Using this Handbook

This handbook is an essential resource for our volunteers to ensure that your time with us
is a rewarding experience. At CASS we recognise our responsibility to keep volunteers
safe and informed of changes that may affect you and we intend to provide updates to
keep information current.

Disclaimer: The information included in this handbook is a guide to policies and
procedures for volunteers for the Central Australian Show Society.



About Us

In 1960 a committee of 29 civic-minded volunteers with more enthusiasm than had a
vision to see Alice Springs host an annual agricultural and pastoral event promoting the
best of our region and providing the local community with a chance to showcase a
diverse range of goods and services. The first Alice Springs Show was held the same
year at ANZAC Oval.

The growth and development of the Alice Springs Show was encouraged and supported
by a couple of key organisations. We have been in partnership with the Centralian Beef
Breeders Association (CBBA) since 1970.

In the mid 70's the Central Australian Show Society welcomed various Showmans Guild
members early on and we continue to this day to enjoy the variety of entertainment,
food and attractions the Showmans Guild offer.

As the town grew the Show moved from ANAZC Oval to Traeger Avenue, and then
again in 1980 where we found a permanent home at Blatherskite Park.

Our Vision

For Central Australian Show Society to remain providing a top-level regional agricultural
show by showcasing local pastoral and agricultural industries, arts, culture and local
businesses. Providing an inclusive family friendly atmosphere filled with entertainment,
education, and community connections through our annual events.



Induction

All volunteers are required to read this handbook as part of their induction before
commencing their volunteer role with the Alice Springs Show.

By signing the Volunteer Sign In & Out Sheet at your allocated location, you
acknowledge that you have received, read and understood the information contained
within this handbook.

Depending on volunteer numbers and the proportion of new volunteers participating in
the Show, the Central Australian Show Society may also conduct a volunteer orientation
session. These sessions are coordinated by the Administration Office and provide
volunteers with additional information about the Show, their role, key procedures and
safety requirements.
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Where to go on the day & How to Start your Volunteering

Entry Ticket Collection Information

Your entry tickets will be available for collection on the day of your shift, at the gate
where you are working. If you are rostered at YBR or Mini Golf, please collect your entry
passes from the Main Gate. These will be in a clearly labelled envelope. If you are
working multiple shifts, you will receive a two-day pass. Otherwise, you will receive a
single-day pass.

First Shifts
Please arrive 15 minutes prior to your shift to ensure we are ready to go for opening and
you can get acquainted with the setup and any training required.

Main Gate First Shift
Please wait at the main gates to the side for our Gate Coordinator.

Gate1& 4
Meet Gate Coordinator at the Gate.

Mini Golf
Meet a CASS Representative at the Mini Golf near the Poultry Pavilion.

Yellow Brick Road
Meet a CASS Representative at the Yellow Brick Road Hut.

Last Shift of the Day

If you are on the last shift of the day, please wait at your gate/stall for someone to
come and collect the money. If no one comes, call the office on 8952 1651 to let them
know.

Parking
All volunteers are required to Park in the designated Public Parking Spaces. Located
adjacent Gates 8, 9 & 10.

Unable to Attend your Shift
If you are unable to attend your rostered shift, please notify the Volunteer Coordinator
ASAP. Please do not arrange your own replacement without approval.



What Volunteers Can Expect

The Central Australian Show Society Inc values its Volunteers and endeavours to provide
the Volunteer with:

a full induction, orientation and any training necessary for the Volunteer's role

a safe environment to perform the Volunteer's role

the provision of suitable tools and equipment by the Organisation for the Volunteer's
role

an Organisation contact, so that the Volunteer has the opportunity to ask questions
and receive feedback and support

reimbursement for the Volunteer's reasonable expenses associated with the
Volunteer's role so that the Volunteer is not financially disadvantaged as a result of
completing the volunteer program at the Organisation and

insurance to cover the tasks undertaken by the Volunteer under this Agreement.

Volunteer Benefits

As a valued volunteer of the Alice Springs Show you may receive;

Complimentary entry to the Show whilst volunteering
Training and support relevant to your role
Recogintion and appreicateion for your contribution
Opportunities to gain new skills and experience.




Our Expectations

The Central Australian Show Society Inc requests that Volunteers:

and

supports CASS with its aims and objectives

participates in all relevant induction and training

understands and complies with CASS's policies and procedures with regards to equal
opportunities, bullying and harassment (including sexual harassment), health and
safety and confidentiality.

behaves appropriately and courteously to CASS's staff, committee, clients, customers,
service users and the public, with whom the Volunteer interacts with in the course of
the Volunteer's role

agrees to return any of the Shows property or equipment provided to them for the
purpose of their designated tasks. All such items must be returned to CASS at the
conclusion of the task or upon termination of this Agreement by either party

is honest in the Volunteer's dealings with CASS.

Volunteer Rights & Responsibilties

Volunteers have the right to:

Be treated with dignity and respect

Work in a safe environment

Receive appropriate training and support

Raise concerns without fear of discrimination or reprisal
Be informed of changes that affect their role




Volunteer Dress Standards

All volunteers are expected to:
» Wear neat and appropriate clothing
» Wear closed-in footwear
* Dress for the weather conditions
» Wear any supplied volunteer identification
* Maintain a professional appearance

Grounds Setup & Pack Down volunteers should also wear:
» Enclosed footwear
 High-visibility clothing where required
* Gloves when undertaking manual tasks




Volunteer Roles at the Alice Springs Show

Ticket Sales
Gate 1, Gate 4 & Main Gates 8,9,10

Ticket Sales volunteers are responsible for the efficient and accurate sale of event
tickets to the public. This role is the first point of contact for patrons and plays a key
part in delivering a positive customer experience. The position requires attention to
detail, strong communication skills, and the ability to work in a fast-paced environment.

Key Responsibilities:
o Operate ticketing systems to sell and issue event tickets
» Handle cash, EFTPOS payments, securely and accurately
* Provide clear and friendly information about the event, pricing, and venue layout
* Maintain a clean and organised booth area
» Adhere to all event and workplace policies and procedures
e Report any issues or concerns to the Supervisor promptly

Shifts are available on Friday and Sat between 7:30am & 8pm. A toilet for volunteer
use only is located at each gate.

Yellow Brick Road

Yellow Brick Road volunteers are responsible for the efficient and accurate sale of
Yellow Brick Road Bags to the public. The position requires attention to detail, strong
communication skills, and the ability to work in a fast-paced environment.

Key Responsibilities:
» Operate a point of sales system (Square) to sell Yellow Brick Road Bags
» Handle cash, EFTPOS payments, securely and accurately
* Provide clear and friendly information about the event, pricing, and venue layout
* Maintain a clean and organised work area
* Adhere to all event and workplace policies and procedures
e Report any issues or concerns to the Supervisor promptly



Mini Golf

The Mini Golf Attendant is responsible for ensuring a fun, safe, and enjoyable
experience for all guests. This role includes customer service, equipment hire,
maintaining the cleanliness of the mini golf area, and assisting with basic operational
tasks during daily activities and events.

Key Responsibilities:
» Handle cash, EFTPOS payments, securely and accurately
e Greet and assist customers in a friendly and welcoming manner
» Distribute and collect mini golf equipment (putters, balls, scorecards)
* Monitor the course to ensure safety, flow, and rule compliance
* Maintain cleanliness and presentation of the mini golf area
» Handle basic customer enquiries
* Report any hazards, maintenance needs, or incidents to the Supervisor

Grounds Setup & Pack Down Volunteer

Volunteers are needed to assist with a variety of tasks, from hands-on setup to lighter
duties. After the Show, we also rely on volunteers to help with pack down and clean-up
to return the site to normal.

Before the Show:
Assist with setting up temporary fencing, signage, and equipment

Help prepare kids" activity areas, exhibition displays, and seating

Unload and move supplies or materials

General tidy-up and preparation of the grounds

After the Show:
» Take down fencing, signage, and temporary structures
» Pack away equipment and materials
* Help clean up the grounds
* Return items and supplies to storage



Section Steward

A Show Society Section Steward plays a vital role in ensuring the smooth running of a
particular section or category at the show.

1. Pre-Show Preparation:
 Help prepare the schedule and rules for their section (e.g. cattle, poultry, produce,
arts).
o Assist with entries—answering exhibitor questions and ensuring entries are correct.
» Organise the layout and logistics of the section, including pens, tables, signage, or
display space.
2. Judging Day Duties:
* Be present to assist and guide the judge.
o Ensure all exhibits are correctly labelled and presented.
 Enforce show rules and ensure fair play.
» Record results and prize winners accurately.
3. During the Show:
» Oversee their section to maintain order and presentation.
* Answer public or exhibitor queries about the section.
» Ensure exhibits remain undisturbed and safe during public viewing.
» Support safety and welfare of animals (if applicable).
4. After the Show:
o Assist with the release of exhibits and clean-up of the section.
* Help gather feedback and suggest improvements for future shows.
» Submit any reports, results, or issues to the Show Committee.




Section Helper

A Section Steward Helper supports the Section Steward in managing a specific area of
the show. Their role is hands-on and essential to ensuring the smooth operation of the
section before, during, and after the event.

Key Responsibilities
1.Before the Show
o Assist with setting up the section
» Help check and organise entries
» Support the steward with general preparation tasks
2.Judging Day
* Help prepare exhibits for judging
¢ Assist the steward and judge by fetching items, recording results, or guiding judges
through entries
* Maintain order and ensure only authorised people are in the judging area.
3.During the Show
» Keep the section tidy, safe and well-presented
* Answer basic questions from the public and direct queries to the steward
* Assist with monitoring exhibits and helping exhibitors if needed
4 After the Show
» Help pack down the section and return equipment
* Assist with returning exhibitors to their owners
* Provide feedback on what worked well or could be improved.

Volunteer Hours

The volunteer program is for a fixed period of the Alice Springs Show, effective from
Monday 29" June 2026 till Sunday 5™ July 2026 (Volunteer period).

The Shows normal hours of operation are Monday - Friday 8.30am - 5.00pm & the
Show Days - Friday 3rd July 2026 7am to 9pm and Saturday 4" July 2026 7am to 9pm.

The Volunteer may be requested to perform their volunteer activities during the
Organisation’s normal hours of operation.



Code of Conduct

Volunteers are expected to:
e Act honestly and ethically
¢ Treat all people with respect
¢ Follow directions from supervisors
¢ Maintain confidentiality where required
e Work safely and report hazards
¢ Refrain from bullying, harassment or discrimination
e Represent the Alice Springs Show positively
e Comply with all policies and procedures

Part 4 - Code of Conduct - CASS Consitution

1.1 will promote, develop and maintain a high standard of professionalism in my
business dealings associated with the Association;

2.1 will, by example, endeavour to promote professionalism and mutual trust between
Members and between Members and the general public;

3.1 will avoid misrepresentation and misleading advertising in any dealings connected
with the Association;

4.1 will refrain from dealing in stolen or counterfeit goods and give buyers of repaired
or altered goods a written statement detailing the nature of any changes and
alterations in repaired or altered goods, upon request;

5.1 will immediately refund on request, any item sold or traded by me which was
described in a way that was misleading, deceptive or inaccurate;

8.1t a dispute arises involving me and another Member or member of the general
public, | agree to be bound by the provisions of the Association’s Constitution and
any decision made pursuant to the Constitution;

7.1 will refrain from criticising fellow Members or their stocks, to collectors, tfraders and
purchasers;

8.1 will grade merchandise as accurately as is reasonably practicable, having regard
to recognised industry guidelines, and | will abide by and be subject to the
Association’s Constitution, codes and any future amendments and resolutions duly
made in the future



Hidden Disabilities Sunflower Program

We are proud to support the Hidden Disabilities Sunflower Program, which helps
identify individuals living with a non-visible disability. These can include
conditions such as autism, anxiety, chronic pain, or hearing loss.

By wearing a Sunflower lanyard or badge, individuals signal that they may need
extra time, patience, or understanding.

As volunteers, we encourage you to be mindful, respectful and supportive of
anyone wearing the Sunflower symbol, offering assistance in a discreet and
compassionate manner.

Child Safety & Working with Children

The Alice Springs Show is committed to providing a safe environment for all
children and young people attending our events.
Volunteers should:

¢ Treat children with respect

¢ Avoid being alone with a child where possible
e Report concerns immediately

e Follow all directions relating to child safety

Lost Children

1.Stay with the child.

2.Notify the Show Office immediately.

3.Do not take the child searching for parents.

4.The Show Office will coordinate announcements and reunification.
5.Remain with the child until directed otherwise.

e



Emergency Information

Medical Emergency - First Aid

IN AN EMERGENCY CALL 000 (TRIPLE ZERO)

1. Assess immediate area for any dangers

2.Assess injured person, move to safe location if safe to do so

3.1f not, life threatening call St John Ambulance who are on site, remain with person
until assistance arrives

4.1f life threatening Call 000

5.Provide details of your location, and stay on the phone, remain with person until
emergency services arrive

6.Notify the CASS President to coordinate Emergency Access

DRSABCD [8
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Incident Reporting

All incidents must be reported to CASS including:
e Injuries
e Near misses
¢ Property damage
e Aggressive behaviour

Security concerns

Public complaints

If you believe that the situation will esclate - Refer them to the Show Office
8952 1651.

How to Report an Incident

1.Complete the Incident Report Online Form Here

2.Complete a Manual Incident Report form and hand to your supervisor or the
Show Office.



Emergency Information

Robbery / Armed Hold Up

Cash handling procedures are established to make cash less visible and less accessible
during handling and storage.

Action Procedure

Stand still

Keep your hands where they can be seen and do not make
any sudden or quick moves. Stand slightly side on to the
offender - a submissive position. Only activate alarms if it is
safe to do so.

Obey the offender’s
instructions

Do exactly what you are told. Speak only when spoken to
and do not provoke the offender. Explain in advance any
movements you are going to make eqg. '| am going to open
the cash register now’.

Remain calm ang
guiet

Try to stay calm. Be submissive and avoid drawing attention
to yvourself. Avoid staring or making eye contact.

Observe, if you can,
safely

Make a mental note of the offender’s appearance, age and
type of weapon. Try to remember identifying characteristics.

Stay out of the
danger area

Keep your distance from the offender. When asked to hand
over cash place it on the counter and take a step back.

Allow the offender to leave. The sooner they leave the safer
you will be.

Stay where you are

Do not chase

If safe to do so, after the offender leaves activate the alarm
system. Mote which way the offender left and write down
the details of the getaway car.

Call emergency
services

When it is safe call emergency services on 00Q.

Do not disturb evidence (see section 39 of the WHS Act).

In the Event of a Robbery

Remain calm

Do not argue or resist
Comply with demands

Observe details if safe to do so

Call Police on 000 when safe
Notify Event Manager immediately

Preserve the scene




Animal Management

In the event of an evacuation, priority is given to all members of the public in a safe
and timely manner. Animals must be held in marshalling areas unless instructed
otherwise by Emergency Service Personnel.

Horses

All horses will be put into a marshalling area - Rodeo Arena. The Rodeo Arena is a
secure area that horses cannot escape from when under stress. RDA horses will remain
in their own marshalling areas.

Cattle

Depending on the nature of the emergency, cattle will remain in their existing yards.
Cattle can be controlled by the small area in which they are confined.

Poultry

All poultry fowls and birds are to be kept in their cages. Assembly point is adjacent
exhibitors parking area.

Pet Nursery

All pet nursery animals to be kept in enclosed yard facility.

Dachshunds (Friday afternoon only)

All Dachshunds to remain on lead with their owners.

Hazards & Risks

A hazard is something that could hurt someone, make someone sick, or damage
property if nothing is done about it. By law we all have a duty of care to report hazards
and to be involved in resolving the problem. The risk of injury or illness, or level of
damage associated with a hazard can vary depending on the likelihood of something
happening and the consequences if something was to happen.

If you have any concerns about your own safety, or the safety of others, including
potential hazards to the general public please report you concern to your Steward /
Coordinator.
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Disability Awareness

People with disabilities can still make a contribution to our organisation and are always
welcome. When interacting with a person with a disability, focus on the person, not the
disability, and always ask if assistance is needed. Respect and good communication
skills are important aspects of our work.

Smoking, Drugs & Alcohol

The Show is a non smoking event. Designated smoking areas are on the grounds over
the Show event. The sale, use, consumption or abuse of illicit drugs is not permitted at
the Show or at any other time. Alcohol is only sold under strict conditions and licensing
approvals, and as authorised by the CASS Management Committee.

Fatigu

Please do not take on too much at once and monitor your own fatigue levels, keep
hydrated and take adequate breaks. If you feel fatigue or dehydration taking over talk
with your Section Steward/Coordinator about taking a break or reducing your hours.

Stress

All work can involve some level of responsibility, challenges, expectations and
pressures. Stress is a persons’ own reaction to these demands. Monitor your levels of
stress and talk with your Section Steward/Coordinator if things are getting too much.

Manual Handling

You must always use safe manual handling techniques for lifting and or moving items.
Where possible always use a trolley or other lifting aid. If you must manually lift, push,
pull, lower or carry, hold or restrain a person, animal or other object do a risk
assessment first, work only with your capabilities and where necessary use a team lift. It
is your back, so look after yourself.

A full copy of our Organisations WHS Policy can
be on our website.



Handling Difficult Customers

When working with people or if you are approached by a difficult customer,
remember it's not you personally that is the problem, it's the problem itself. Try
to

1.Stay calm and in control

2.Listen carefully, display sincere empathy

3.Identify the issue and repeat it back to the customer

4.Do not apportion blame to any one or group of people

5.Resolve the problem

6.Seek assistance from the Section Steward/Coordinator

Working Outdoors

Ultraviolet radiation (UV) exposure can cause sunburn, skin and eye damage and skin
cancer. Wear UV protective clothing, hats, sunglasses and SPF 30 sun screen for
outdoor tasks, even on cloudy days.

Slips, Trips & Falls

These are one of the major types of accidents in workplaces and in most cases due to
poor housekeeping practices such as wet ground surface from something being spilt,
items left in corridors and using walkways for storage. If you see a wet floor or spill
clean it up, and if you cannot do this straight away please put a sign in place until the
spill can be cleaned up.

Everything has a place so please always return items to their storage location and be
alert to the dangers of leaving boxes, rubbish, bags and furniture in walkways,
entrances and exits or at blind corners

You can fall down, fall over, fall in or just fall. Where possible all activities must be
carried out at ground level. If a ladder is needed, a risk assessment should be
completed and use only ladders approved by the CASS Management Committee.
Always make sure you have someone present with you.



Using Mobile Plant & Equipment

You are not to operate machines, mobile plant or equipment unless you have received
appropriate training and have been deemed competent by the Management
Committee.

Equipment includes hand tools either powered or non powered (electric drills, hammers
etc) and extends to all machinery and vehicles such as people movers. All plant and
equipment is to be maintained and kept clean. Repairs must be completed by a
competent person authorised by CASS Management Committee only.

Handling Chemicals

Generally volunteers should not be handling hazardous chemicals unless these are in
the original containers and in domestic quantities only. However we recognise that
there are some circumstances when hazardous chemicals are used. If you are required
to do this, you must first see if a less harmful product can be used instead. If not you
must read the label and comply with all instructions. For chemicals classified hazardous
you must refer to the Safety Data Sheet and follow all of the manufactures instructions.

You should NEVER mix chemicals under any circumstance.

Always add the chemical to water, NOT water to the chemical.

Electrical Safety

It is important to maintain all electrical equipment in a safe condition, and if used in a
high risk area electrical items must be tested and tagged. Double adapters and piggy
backing leads and other power boards is banned.

To help maintain a safe electrical environment regularly carry out visual inspections of
power points, extension leads and power boards to make sure they are in good
serviceable condition.

In addition

‘Report any damaged electrical equipment to the Section Steward / Coordinator, so it
can be removed from service and either repaired or replaced and subsequently
inspected and tested as required before going back in to service;

‘New electrical equipment must be recorded in the equipment register and subjected
to the in-service testing regime within the first 3 months of service



Working Alone

This risk of injury or harm when carrying out activities alone increases significantly as
the volunteer may not be able to raise the alarm in the event of an emergency. Any
emergency situation may arise any time from a medical condition to an accidental work
related injury.

It is imperative that no volunteer carries out any activities alone but always arranges for
someone else to be present.

Bullying

Bullying is repeated unreasonable behaviour directed towards another person that has
the potential to cause harm to the health and safety to that person.

Unreasonable behaviour is behaviour that is offensive, humiliating, degrading or
threatening.

To prevent bullying please make sure you are:
* Respectful and courteous
¢ Inclusive and tolerant
* Support others who are being bullied
* Report bullying to your Section Steward/Coordinator in the first instance and if you
are not satisfied with the outcome than please report the incident to the Show
President

If you feel that you may be the victim of bullying please talk with your Section
Steward/Coordinator in the first instance, and if not satisfied with their actions then
notify the Show President



Quick Reference Guide

Emergency Contacts
1. Show Office - 8952 1651
2.Event Manager - Rachael Mashford - 0407 091 549
3.President - Andrew Barrett - 0437 114 998
4.Acting Volunteer Coordinator - Megan Deans - 0427 384 637

Important Locations
* First Aid - Located behind Greatorex Pavilion
» Show Office - White building across from Rumball Hall
* Lost Property - to the Show Office
* Volunteer Toilets - located at each gate

Emergency Numbers
» Police/Fire/Ambulance - 000

REPORT INCIDENTS

Important Procedures
¢ Lost Children - See Page 13
* Medical Emergency - See Page 14
* Incident Reporting - See Page 15
* Evacuation - See Page 18




- INCIDENTS, HAZARDS &
NEAR MISSES

SEE SOMETHING? SAY SOMETHING!

All volunteers have a responsibility to help keep the Alice

)

Springs Show safe.

REPORT IMMEDIATELY:

4 Injuries or illnesses

4 Near misses

4 Hazards and unsafe conditions

4 Aggressive or inappropriate behaviour
4 Property damage

4 Security concerns

4 Lost children

4 Animal incidents

Emergency Contacts
e Show Office - 8952 1651
» Event Manager - Rachael Mashford - 0407 091 549
* President - Andrew Barrett - 0437 114 998
* Volunteer Coordinator - Megan Deans - 0427 384 637

Important Locations
o First Aid - Located behind Greatorex Pavilion
e Show Office - White building across from Rumball Hall
* Lost Property - to the Show Office
» Volunteer Toilets - located at each gate

Emergency Numbers
e Police/Fire/Ambulance - 000




Induction Check List

This checklist is used to support inducting volunteers with the Central Australian Show

Society Inc (CASS) also known as the Alice Springs Show.

Volunteer’s Details

First Name:

Surname:

Contact Number:

The new volunteer has been introduced to:

Immediate Supervisor

Other Team Members

The new volunteer was shown:

Their workpalce

Around the workplace

The amenitites

Location of equipment and supplies

Location of the First Aid Kit

How to Complete an Incident Report

WHS Policy & Procedures

Location of Event Emergency Procedure Manual

The volunteer has been provided with:

A copy of the Volunteer Handbook

The volunteer has completed the volunteer agreement

Signed by Volunteer

Date
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