
Bromsgrove Beer Festival 2015 - Notes to Volunteers  
 

Thank you for offering to volunteer, we really do appreciate it. Please make sure you have read these 
notes and the CAMRA Health & Safety Handbook for Volunteers. 
 
Please sign in and out when you arrive and leave site. It is important for us to account for your time so 
that we can reward you with beer tokens and our thanks accordingly. Signing in will confirm you have 
read and understood these notes. 
 
Redditch & Bromsgrove CAMRA has adopted the CAMRA volunteer charter which can be viewed at 
the marquee. We will not tolerate any antisocial or discriminating behaviour.  If you see or hear any 
such behaviour please report it to any of the festival committee  

 
SetUp 

 
There are a number of tasks that need to be completed prior to the festival opening. These are 
outlined below and subject to change. 
 
Setup is potentially the most hazardous time of the festival, so we have a number of rules to protect 
your safety. For those who will be manual handling equipment Personal Protective Equipment (PPE) 
must be used, this can be provided on site but if you have your own equipment, particularly boots, 
these would be far more comfortable.  
 
Gloves and sensible footwear should be worn by those receiving deliveries, handling all metal 
equipment (e.g. stillage and other related items), handling any other heavy equipment and handling 
casks. 
· 
Hard hats are available if required. 
 
The HSE's guide to manual handling is at http://www.hse.gov.uk/pubns/indg143.pdf please take time 
to read its contents 
 
Don't worry if you aren’t able or are not willing to move the items around mentioned here, there will be 
plenty of work to do for those who want a different type of work.  
 
During set up we will endeavour to make you aware of what is required next, please be aware 
particularly on the Sunday, Monday and following Sunday things change very quickly and new 
hazards can develop, so please be extra careful when walking around.  
 
Details on timings for each day will be sent out closer to the date. 
 

Sunday 
The equipment, (Stillage, desks, chairs, shop, electrics and other sundry items) will be arriving from 
the farm, so there will be a lot of this to move into the marquee. Once at the marquee, the stillage will 
be erected and everything else neatly stored away. The site needs to be left in a safe, tidy and secure 
manner. 

 

Monday 

The beer, cider and glasses will start to arrive, as will the huge delivery from CAMRA HQ. The casks 
will need to be racked, the cooling setup and glasses commenced washing (if delivered). Tables and 
chairs will need cleaning and disinfecting. At the entrance to the Rugby Club the ‘Beer Festival Here’ 
banner needs to be erected. 
 

Tuesday  
The last of the beer should arrive along with more ciders and perries. Glass washing will be 
completed and the sound system installed. All tables and chairs should be completely cleaned. The 
shop and membership stand are put in place and the location of the charity stall and tasting session 
identified. 
 
 
 



Wednesday & Thursday 
The Marquee will be decorated with banners and tidy, ready for opening. Tables are put in position in 
front of bar area. Shop stock priced and ready to display. Front entrance set up apart from tokens and 
programmes. All cask end cards and Cider/Perry cards are put in place. Road signs are erected. 
There will be a practice evacuation of marquee. 

 
 

 
 

During the Festival 
 
 
 
Please report to the Staffing Area of the event marquee at least 15 minutes prior to working; 
preferably earlier if you are volunteering to work when the festival ‘opens the doors’. This will give the 
staffing team enough time to sign you in and issue you with your name badge, marker pen, and your 
entitlement of beer vouchers for the shifts you have agreed to.  

 

General Staff Information 
 
Wear your badge whilst working - without this you cannot use your drinks tokens. 
 
Soft drinks and snacks will be available in the marquee as well as staff-only toilet facilities. 
 
Staff may purchase a festival glass at a reduced rate or borrow a glass from previous years – please 
label your glass with your name, andreturn it at the end of the session for washing.  
 

Breaks have been staggered to ensure the bars are adequately manned. To help the smooth transfer 
of staff between sessions, please keep to the staffing timetable, or if you need to swap break times 
please agree this with your colleagues. 

 

When you finish your shift, please return to the staffing team to sign out and return your pass and pen. 

 

All key staff will be wearing a hi visibility vest so they can be easily identified. 

 

Customers requiring allergen information will find that this is kept at the CAMRA shop. 

 

If you notice any customers acting in an anti-social manner, a steward should be contacted. If urgent 
attention required, use the light sticks. 

 

We receive a LOT of enquiries about take-outs. Please ensure you are aware of the latest policy on 
selling this before you start you shift. If in doubt, direct customers to the CAMRA shop, where take out 
containers will be on sale when available.. 

 

A de-brief will take place after each session. If you are unable to attend direct any comments to a 
member of the festival committee or ideally email staffing@rbcamra.org.uk 

 

  



Working Behind the Bar  
 
For ANY issues behind the bar, please use the light sticks at the end of each bar to attract assistance. 
The light sticks will flash and emit a beeping noise. Further assistance can be obtained from the shop 
or entrance. 

 

BAR TEAM LEADERS will be responsible for bar staff in their area of the bar. They will be on hand to 
answer any queries you may have. 

 

Do not accept staff tokens from anyone who is not wearing a staff badge. Staff shall not simply “help 
themselves” to beer or cider whilst on duty, please politely challenge anyone seen to do so. Staff may 
only serve drink in exchange for tokens. Escalate any abuse to a staffing officer.   

 

Beer, Cider and Perry are only to be served to the public in festival glasses. Glasses are lined. Serve 
to, but not above the line.  

 

Payment cards should be struck out with a permanent marker. Customers may obtain more payment 
cards from either the entrance or the CAMRA shop.  

 

If a customer looks under 21, ask for proof of age, if none is available, do not serve them. Customers 
that have already been checked will be wearing Age-Verified wristbands.  

 

Taster glasses are available for customers to use to sample during non-busy times. Be wary that this 
is not abused and at busy times, serve another customer whilst the taster is considering their choice.  

 

No tasters are available on selected higher strength ales and strictly none on the fruit wines.  

 

Casks will be labelled with the approximate colour of the beer and the cost (in 1/3 ½ and 1 pint).  

 

Some stronger beers may only be available in smaller measures and take-outs may not be available 
for all beers at all times.  

 

Information on tasters, and restricted measures will be communicated at the pre-session briefing. 
Speak to a Bar Manager if in doubt. 

 

Never tilt, knock or lean on any casks as this may disturb the cask and make the beer unfit to serve. 
DO NOT ATTEMPT TO MOVE THE FIRKIN THIS IS THE RESPONSIBILITY OF BAR MANAGER’S ONLY 
WHO ARE CLEARLY IDENTIFIED BY A HI-VIZ VEST. 

 

If a beer is slow to pour or is not clearing, DO NOT SERVE. Contact the bar manager and mark the 
beer as “not ready”. Finished signs can only be placed on cask-ends by one of the bar managers. 

 

DO NOT serve a beer or cider that is awaiting the attention of the bar managers. 

 

If a customer complains about a beer, never consume a sample from their glass! Instead you should 
pour a small sample direct from the cask.  

 

Please do not use mobile phones or consume food behind the bar. 

 

Last orders will be called 10 minutes before closing time. Stop serving and vacate the bar 
immediately when time is called at 11pm.  

 

 



 

 

 

 

Health, Safety and Hygiene Guidelines for Staff  
 
For the purposes of the Food Safety Act, beer, cider and perry is deemed to be food. For this reason 
the following guidelines must be followed by all staff involved in serving the public (including entrance 
staff). 

• Any staff who has been suffering from diarrhoea, sickness, stomach upsets or similar ailments 
(not hangovers!) within the past week, must inform the Staffing Team when registering for work. 

• All staff must wear clean clothes. Dirty or stained T-shirts and jeans harbour germs; even if the 
stains are from beer. 

• Hands and nails must be kept clean. 

• Whilst serving food or drink staff MUST NOT eat food, smoke, take snuff, pick their nose, lick their 
fingers, sneeze into the beer or food, put fingers into glasses which are to be filled, or finger spots 
or boils etc. 

• Please ensure that any cuts or sores are covered with waterproof dressings – preferably blue 
plasters. 

• Staff MUST wash their hands thoroughly before commencing to serve and particularly after going 
to the toilet, smoking, handling rubbish or handling cloths used for cleaning serving counters, the 
floor etc. Hand lotion is provided at the end of each bar. 

• Please note where your nearest emergency exit is.  In the event of an evacuation, please 
assemble on the car park. 

• Please report any accidents to the staffing officer, no matter how small. 

 

Stewards, Shop, Entrance and Membership staff will require separate briefings. 

 

Take Down 
  

Sunday 

Take down will start promptly at 10am so that equipment can be delivered packed up and site cleared 
– so that we can all get to lunch at a reasonable time! 

All equipment either returned to storage or packed ready for collection on Monday morning. All empty 
casks to be cleared from site within 1 week. Road signs taken down and collected for future use. 

 

Monday 

It is vital that we have some volunteers to assist with loading up the CAMRA truck to be returned to 
HQ Typically this is collected before 9am (to be confirmed). 

 

 

Further details are available in the CAMRA Health & Safety Handbook for Volunteers. 

 

Thanks again for volunteering, please enjoy yourself. See you there! 

 

Bromsgrove Beer & Cider Festival Committee  


