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QuiIteTrhg' Guild



FESTIVAL OF QUILTS CHILDREN’S WORKSHOP ORGANISER

ROLE DESCRIPTION + GUIDE
Purpose of the Role:

For the Guild, the Children’s Workshop Organiser sets up a series of eight workshops, two per day at the Festival of Quilts, one two-hour session in the morning and another in the afternoon. The workshops are for children attending the festival. It is an opportunity to showcase the benefits of joining The Guild and encourage those attending to become Young Quilters, if they are not members already. 
Person Specification - The organiser must:
1 Be a member of The Quilters’ Guild of the British Isles.

2 Submit an application form and provide a minimum of two references.

3 Be willing to undergo a DBS check organised by The Guild.
4 Commit to a minimum of 3 years in the role (this can be extended with mutual agreement from both parties).
5 Be calm, cheerful and have a friendly personality 

6 Have experience of working with and/or teaching children 
7 Have good IT skills including email and Microsoft Office.

8 Be tactful with ability to diffuse conflict

9 Have good organisation and planning skills and be a forward thinker. 
10 Have a good knowledge of sewing skills, quilting techniques and project ideas.

Responsibilities
Preparation before the event
· Find tutors who have experience of working with and/or teaching children, and who are competent in preparing and leading a workshop which can be completed by children (with help) within two hours.

· Prepare the programme of workshops according to the availability of the tutors and variety of projects. In late autumn the programme needs to be sent to Upper Street Events (also send the programme to the Young Quilter Project Leader and YQ National Officer).
· Find helpers who have experience working with and/or teaching children, and organise a rota for all eight workshops, according to the helper’s availability over the four days of the festival. Send a copy of the rota to Upper Street Events in advance of the festival, as well as the YQPL and YQ National Officer.
· Liaise with Upper Street Events regarding furniture, power, lighting and signage needed for the workshop area.

· Work with the YQPL to liase with sponsors regarding sewing machines to be loaned, fabrics and threads to be donated and items to be provided for goodie bags for children attending the workshops.

· Arrange festival passes for the tutors and helpers (contact Upper Street Events).

· Communicate with the YQPL regarding equipment stored at Guild HQ (2 boxes, cutting boards, ironing board and YQ banners), is anything else required? The YQPL will also bring the YQ membership leaflets, Guild Behaviour Code of Conduct forms, Photo permission forms and Child Protection Policy.
· Liaise with Festival of Quilts Officer regarding any details he/she requires.
During the event

· Attend set up day at the festival (Wednesday) and fully prepare the Children’s Workshop Area, the sewing machines, other equipment and goodie bags. 

· Each day of the Festival oversee and be responsible for all the children’s workshops and when required lead workshops either already programmed or for an absent tutor.
· Oversee the arrival and departure of the children at each workshops, ensuring all formalities are competed by the responsible adult (the responsible adult is required to give an emergency contact number).
· To obtain and maintain a clear, confidential record of parental permission prior to taking photographs which may be used by The Guild and their sponsors for publicity, magazine articles etc. 
· Assist in the evaluation of workshops by asking children/adults to complete a short form (pass these onto the YQPL).
After the event

· Dismantle and pack up on Sunday after the Festival and return the YQ equipment to the Guild stand. 

· With permission from tutors, email the eight projects to the YQPL which will be uploaded to the YQ website for volunteers and children to use. 
· If not already carried out by the YQPL, work with the editorial team of The Quilter regarding photos and information required for The Quilter and Young Quilter magazines. 
· Maintain a positive relationship with sponsors and tutors prior to the event and afterwards, in liaison with the YQPL. (Always send a thank you!) 

Working with young people

· To adhere to the relevant guidelines and policies of The Quilters’ Guild, particularly those referring to working with young people (e.g. Child Protection Policy). 

· To share your ideas and maintain contact with the YQPL and National YQ Officer.

· To read the YQ Volunteers Handbook and be aware of the objectives of The Guild in order to be able to answer queries from members and non-members. 

You have also agreed to provide relevant documents to enable The Guild to obtain clearance from The Disclosure and Barring Service (DBS) and to provide the names and contact details of a minimum of two Referees.
Expenses are paid in accordance with the Guild guidelines. The Organiser usually stays at the NEC for the duration of the festival, from Wednesday lunchtime until closing on Sunday evening. 
Associated Document YQ01 YQ VOLUNTEER HANDBOOK
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