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Introduction


Welcome to the world of Fandom!  As a convention, our goal is to provide an amazing convention to Idaho: For the fans, by the fans.  We cover a variety of genres including Japanese Animation, Horror, Science Fiction, Table Top Gaming, Video Games, and so much more.  As a volunteer, its your job to work as a team with other volunteers and staff to make the convention the most enjoyable experience possible for the fans.  In this policy guide you will find the rules in which you are expected to abide by, descriptions of the various positions and duties, and a list of all management and their various positions within the convention structure.  As part of your training, you will be expected to read this manual and sign an acknowledgment form stating that you have read and understand the policies within.  A copy will be given to you so you may refer to it whenever needed.  If you have any questions, please feel free to discuss them with your supervising staff or the personnel director. 
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Section 1.0 - Volunteer Policies and Practices

1.1 - NON-DISCRIMINATION


Fandemonium endeavors to provide an environment at its events wherein human dignity prevails and all volunteers and staff receive equal consideration and treatment.  No person is granted special privilege or consideration nor is volunteer ism or any benefit arising out of volunteering given or withheld because of race, creed, color, religion, national origin, age, sex, sexual orientation, gender identity, disability or veteran status.


Fandemonium will afford reasonable accommodation to qualified volunteers and staff with a known disability or for religious beliefs provided such accommodation does not cause an undue hardship on our events or other volunteers and staff.

1.2 - INTRODUCTORY PERIOD AND ORIENTATION


New volunteers are subject to an introductory period of one convention or two events, whichever may come first.  This is to give a new volunteer and Fandemonium an opportunity to evaluate the volunteer's interest in the job and the ability to perform the work.  An orientation program will be conducted during this time to give you a clear understanding of what is expected.


If a volunteer's work is unsatisfactory or the volunteer does not appear to be suited to the position, the volunteer's status will be reviewed by their supervisor.  Completion of the introductory period or continuation of volunteer ism after the introductory period does not entitle you to remain in the service of Fandemonium for any definite period of time.

1.3 - PERSONNEL FILES AND RECORDS


Personnel records are maintained on every volunteer and staff member.  These records are Fandemonium property, are held as confidential as is reasonably possible and Fandemonium will not release the information to anyone who does not have the right or need to know.  Please notify the personnel director of any changes, i.e. address change, change in name, etc.  Both outstanding work and poor work will be noted in you file.

1.4 - PERFORMANCE REVIEWS


Performance of your work will be reviewed at the end of each convention annually with consideration given to performance, attitude and all of the elements involved in your presence in the event.  Your supervisor will evaluate the quality of your performance and will discuss with you how well you are carrying out your job and suggest where and how improvements can be made.  We encourage you at this time to make suggestions whereby Fandemonium may assist you in your particular job assignment.


This performance review will provide valuable information to be used when considering you for promotions of transfers.  These reviews become a part of you personnel file.

1.5 - PROMOTION


Promotions to higher positions within staff are given on the basis of qualifications for the open position and the recommendations of you supervisor.  Consideration will be given to seniority, but the controlling factors are past performance, creative ability, training, experience, cooperation and initiative.  When possible, we promote from within Fandemonium staff and volunteers; however, management reserves the right to fill open positions from outside the Fandemonium structure when we feel that better qualified candidates are available. 

1.6 - DEFINITIONS OF STATUS


There are two distinctions in which all members of Fandemonium fall:  Staff and Volunteer Status.  These distinctions are determined by the level of work put in by the member.  This effort is broken down into periods.  Each period lasts the time of ten Fandemonium Meetings.  To obtain staff status, each member must make 8 out of 10 meetings and complete 8 out of ten staff projects.
Any completion ratings below the ones listed above result in receiving a volunteer status as opposed to the staff status.  The status of a member will be reviewed every period and updated if necessary

. 
1.7 - EMPLOYMENT CONTRACTS


No supervisor or other representative of Fandemonium, other than the Convention Board, has the authority to enter into any agreement for volunteer ism or employment for a specified period of time or make any agreement contrary to the policies contained in this manual.

1.8 - DISABILITY


Fandemonium does not discriminate against any candidate or volunteer in selection or in the terms, conditions, and privileges of volunteer ism due to physical or mental disability.  When Fandemonium becomes aware of any disability, which prevents an otherwise qualified candidate or volunteer from performing a job, Fandemonium will assess whether a reasonable accommodation would allow the person to perform the job before refusing volunteer ism or making a distinction in terms, conditions, or privileges of volunteering because of the disability.  An accommodation which creates an undue hardship on Fandemonium or which endangers the health and safety of other volunteers or attendees is not reasonable.  An otherwise qualified candidate for volunteer ism or a volunteer with a disability who requires reasonable accommodation must inform his or her supervisor or management of the nature of the disability and the accommodation required.  Staff with access to such information shall maintain the confidentiality of the information to the extent reasonably possible and shall not release the information to anyone who does not have the need or right to know.

1.9 - VOLUNTEER REFERENCES


All requests for references must be directed to the personnel director.  No other staff, directors, or volunteers are authorized to release references for current or former volunteers.

1.10 - SICKNESS AND BEREAVEMENT LEAVE


During the convention, volunteers are allowed to miss one day for sickness.  Sick leave is to be used in the event of personal illness or disability.  


Bereavement leave may be granted in the event of death of an immediate member of the family.  Immediate family is defined as spouse, children, parents, siblings, grandparents, and corresponding in-laws.


To receive sick or bereavement leave, you must notify your supervisor no later than the day of absence.


Fandemonium reserves the right to require written certification as to the bona fide nature of an illness or injury from an attending physician, and/or a release from the physician to return to you normal duties.

Section 2.0 - General Rules

2.1 - SAFETY


Fandemonium is committed to the safety of its volunteers.  We intend to provide training, instruction, procedures, and high quality equipment to make the event place safe.  It requires a team effort to keep the event place safe.


All levels of management have a primary responsibility for the safety of all volunteers.  The volunteer, in turn, is expected to adhere to the regulations and policies outlined by Fandemonium.  These responsibilities can be met only by working continuously to promote safe work practices among all volunteers and to maintain property and equipment in safe operating condition.  By working together, we can maintain a safe environment for all volunteers.

2.2 - VISITATIONS


Personal visitors in the working areas cause safety hazards and disrupt production.  Therefore, it is Fandemonium's policy not to tolerate personal visitors during work hours for volunteers.

2.3 - ABSENCE FROM WORK OR TARDINESS


If, for any reason, you are unable to report for work at your scheduled time, you are expected to notify your supervisor as far in advance as possible so that arrangements can be made to cover your absence.


If a volunteer fails to show up for a scheduled shift without contacting their supervisor, it may be assumed by Fandemonium that the volunteer has voluntarily terminated their volunteer position.


It is the volunteer's responsibility to notify their immediate supervisor if the volunteer is to be tardy.  Only an emergency will be considered an acceptable reason for tardiness.


Excessive tardiness and/or absenteeism will be grounds for dismissal.

2.4 - STANDARDS OF CONDUCT


Volunteers are expected to conduct themselves with a high degree of personal integrity, honesty and competence.  Inability of a volunteer to meet Fandemonium performance and behavior standards can result in dismissal from Fandemonium.

· Damage to Fandemonium property due to negligence.

· Theft of property belonging to Fandemonium, another volunteer, or an attendee.

· Acts resulting in injury, fighting or horseplay on event premises.

· Insubordination

· Discourtesy, immoral conduct or rudeness that would affect Fandemonium's goodwill.

· Using Fandemonium equipment for personal reasons without management approval.

· Loaning of Fandemonium property, merchandise, or cash.

· Unsatisfactory work performance.

· Failure to report personal work injury to your supervisor.

· Failure to abide by the laws and standards as set forth by the State of Idaho and the Federal government.

· A violation of the standards of behavior, which Fandemonium has a right to expect.

2.5 - SEXUAL HARASSMENT / DISCRIMINATION


Sexual harassment, as defined by the Equal Employment Opportunity commission, and upheld by recent court cases, is "unwelcome sexual attention or atmosphere."  This broad definition can, and will, be interpreted to include the most blatant harassment to the seemingly minor dirty joke, language, pictures, overt and suggestive act or even touching.  Also, harassment is not limited to the offender, or offenders, and the person, or persons, to whom their attention is directed, but to anyone that sees, hears, of is otherwise offended by what is taking place in the event place.


Sexual harassment is illegal, and its elimination requires the fullest cooperation from all volunteers.  Volunteers are urged to report any harassment, sexual or otherwise, to their supervisor.  If, for any reason, the volunteer feels that reporting an incident to his or her supervisor will not, or has not, achieved a positive result, and/or reporting to this individual may jeopardize their position, they should contact the personnel director or the Board.


Any harassment report or formal complaint filed will be held in confidence and only those needing to know during the investigation of the complaint or in order to take affirmative action would have access to the report.  The reporting by a volunteer of what he or she feels to be a harassment will not jeopardize his or her position, nor is the volunteer jeopardized by the outcome of an investigation of a formal complaint.


Any offender will be subject to discipline up to and including discharge.

2.6 - COMMUNICATION


The success of Fandemonium, to a great degree, depends on your satisfaction with you work environment.  We recognize that close communication with all volunteers is necessary for a successful operation.  If you have any questions about Fandemonium policy, your job, or anything else for that matter, feel free to discuss it with your immediate supervisor or any other member of the management team.  We welcome your opinions, suggestions and constructive criticism.


Volunteer meetings will be held on a monthly basis.

2.7 - PROBLEM AND COMPLAINT PROCEDURE


When people work together, problems and complaints occasionally arise.  Whatever the problem, we are concerned that individuals be given an opportunity to resolve them.


The initial step is to discuss the problem with your supervisor.  It is highly recommended that in the event you find yourself with a conflict, try to write it down.  Writing out your complaint allows you the opportunity to formulate your concerns clearly and effectively.  If you believe you cannot discuss it with your supervisor or you are not completely satisfied with the response, you should discuss the matter with upper management following the chain of command or with the personnel director.  
2.8 - ALCOHOL AND DRUGS


Fandemonium has a strong commitment to provide a safe work place for its volunteers.  Consistent with that commitment, Fandemonium has adopted an Alcohol and Drug-Free policy.  Volunteers may not possess, use, or be under the influence of alcohol or drugs while in the service of Fandemonium.

2.9 - SMOKING


Fandemonium is strongly committed to maintaining and improving the health and well-being of all volunteers.  It is therefore, Fandemonium's policy that volunteers have the right to work in an environment free of the hazards of tobacco smoke.


To protect the health of all our volunteers, smoking is not permitted in event buildings and facilities, except in specially designated areas.
2.10 – DRESS CODE

2.10.1 INTRODUCTION

Welcome to the Fandemonium Dress Code!  This document is intended to aid our staff as they represent approachable, genial members of the convention who make our attendees feel that their experience makes them want to return.

2.10.1A
EVENT LOCATION

The convention dress code only applies to Fandemonium staff members attending the yearly convention, hereto referred to as the “event”.  Any other events sponsored and staffed by Fandemonium will follow the Event Dress Code, which is located in section VI, Article 2.11 of the Fandemonium Con Bible.  
2.10.2

ON-DUTY REQUIREMENTS

2.10.2A
DEFINITION

On-duty shall hereby be defined as the act of performing any function as a Fandemonium staff member, irregardless of whether or not said functions have been scheduled prior to the performance of such.  Individuals need not be considered Fandemonium staff members by any but the Fandemonium High Council in order to fulfill this requirement.

2.10.2B
NON-GENDER SPECIFIC STANDARDS

These are the standards with which every on-duty staff member is required to comply, regardless of gender or gender-identity, as long as they fall under the definition of on-duty as described above in section 2.10.2a.

2.10.2B.1
CLEANLINESS STANDARDS

All clothing worn by on-duty staff members must be clean and reasonably tidy.  Unless otherwise stated by a High Council member, ‘reasonably tidy’ is defined as an article of clothing that is free of holes, tears, rips, stains, and other obvious wear.

2.10.2B.2
STAFF T-SHIRTS

All on-duty members of Fandemonium staff are required to wear an official Fandemonium staff T-shirt at all times.  Three cleaned, unstained, unmarked, t-shirts that are free of holes or tears must be provided to the Fandemonium High Council within two weeks of obtaining a position within Fandemonium staff.  Official t-shirts will then be redistributed to their respective owners in a timely fashion before the convention.  Each staff t-shirt will be plainly marked with the words “Fandemonium”, “Staff”, and the current year of the convention, contained within any type of lettering or design as deemed suitable by the High Council.  These shirts are expected to be kept clean and tidy while not in use, and each shirt may not be worn more than a single day in a row while at the convention.

2.10.2B.3
STAFF BADGES

All on-duty members of Fandemonium staff are required to wear an official Fandemonium staff badge at all times.  Badges may only be obtained from the Convention Operations room (“Con-Ops”) during the operating hours of the convention, and must be acquired before any staff member reports for duty in any position at the convention.  Only a member of High Council may make exceptions to this requirement; and they are able to do so only if the staffer in question will not be in immediate attendance at the convention location due to various reasons, or if the High Council member is able to personally hand-carry the badge to its proper recipient.

Staff badges, once obtained, must be affixed to a clearly visible location on the upper front torso at all times.  There are no exceptions to this rule.

2.10.2B.4 
SHOES

Members of Fandemonium staff are required to wear shoes at all times while on-duty.  Both heel and toe must be covered by material, leaving only the ankle and top of foot exposed, if any occurs.  Shoe heels may not be higher than one inch.  No blades, wheels, spikes, or other potentially damaging accoutrements may be affixed to, or hidden inside, shoes

2.10.2B.5
UNDERTHINGS

No article of clothing that may be classified as an under garment may be deliberately exposed by a staff member while on-duty.  Examples of such are boxers, briefs, bras, bra-straps, panties, and any other article of clothing deemed by a High Council member to fall within that specification.

2.10.2C
GENDER SPECIFIC STANDARDS

These are the standards with which every on-duty staff member is required to comply, with specific regards to the gender or gender-identity a staff member is adhering to, as long as they fall under the definition of on-duty as described above in section 2.10.2a.

2.10.2C.1
FEMALE STANDARDS

All on-duty Fandemonium staff members who are of, or who are identifying with, the female gender must adhere to the following guidelines:  

-Skirts worn must be at least mid-thigh in length.  

-Shirts may not have collars that expose any more than two inches of chest cleavage.

-If the midriff area is exposed, the lower part of the chest may NOT be visible.  



2.10.2C.2  
MALE STANDARDS

All on-duty Fandemonium staff members who are of, or who are identifying with, the male gender must adhere to the following guidelines:  



-No kilts may be worn in a traditional manner





-The waist of pants or similar bottoms must fit at the waist

2.10.2D
REASONABLE RULING

A change request, as defined in section 2.10.2E below, by a High Council member on matters of on-duty dress code shall hereby be considered a reasonable ruling if:

-2 or more members of High Council have reviewed and supported the ruling

-1 or more members of High Council have reviewed and supported the ruling, in any case of a staff member who has had multiple instances of the same offense already noted by 2 or more members of High Council

2.10.2E
CHANGE REQUEST

Any on-duty Fandemonium staff members, who are found to be in violation of the on-duty dress code, as contained within all sections beginning with 2.10.2 above, will be issued a verbal warning by a High Council member upon the first offense.  The staff member will then be considered off-duty until that offense has been corrected.  Upon failure to correct the offense within a reasonable amount of time while scheduled on-duty, or on second offense pertaining to the same or similar violation, the staff member will receive a written warning, which will be added to their personnel file for future reference.  Any staff member who refuses to correct their dress code violation upon receipt of this written warning will subsequently be removed from staff at the event, and asked to pay any attendance fees, or remove themselves from the facility where the event is being held.

Staff members who commit multiple violations, that are not considered the same or similar, of the on-duty dress code will be asked to remove themselves from the event facility by a member of High Council until all violations have been corrected.  Failure to do so within a reasonable amount of time while scheduled on-duty​ will result in removal from staff at the event.  The offender will then be asked to pay any attendance fees to remain, or will be asked to remove themselves from the facility where the event is being held. 
2.10.3 
ON-CALL REQUIREMENTS

2.10.3A
DEFINITION

The definition of on-call shall hereby pertain to the status of being capable of performing any function as a Fandemonium staff member, yet not being directly responsible for such, regardless of whether or not said functions have been scheduled prior to their performance.  Individuals need not be considered Fandemonium staff members by any but the Fandemonium High Council in order to fulfill this requirement.

2.10.3B
ON-CALL STANDARDS

All Fandemonium staff members who are considered on-call shall follow the same standards as applied to those on-duty, as contained within all sections beginning with 2.10.2 above.  
2.10.4 
OFF-DUTY REQUIREMENTS

2.10.4A
DEFINITION

The definition of off-duty shall hereby pertain to the status of being capable of performing any function as a Fandemonium staff member, yet not being directly responsible or accounted for such, irregardless of whether or not a staff member is still scheduled to be on-duty, or on-call.  Individuals need not be considered Fandemonium staff members by any but the Fandemonium High Council in order to fulfill this requirement.

2.10.4B
COSTUMES

Off-duty staff members are encouraged to wear well-made, tasteful clothing when participating in any form of cosplay or crossplay.  There are no specific requirements aside from those noted below in sections 2.10.4C and 2.10.4D, but staff members are asked to be aware of how they are presenting themselves to the convention attendees, even while considered off-duty.
2.10.4C
COSPLAY

Staff members are allowed to wear costumes at the event while off-duty, within limits.  All attire, in terms of the 'unmentionable areas' it covers, must be at least equivalent to a full-piece swimsuit.  No thongs or similar types of clothing are acceptable.

2.10.4D  
CROSSPLAY  

Crossplay is allowed for staff members as long as all cosplay guidelines are observed.  

2.10.4E
STAFF BADGES

All off-duty members of Fandemonium staff are required to wear an official Fandemonium staff badge at all times.  Staff badges must be affixed to a clearly visible location on the upper front torso at all times.  There are no exceptions to this rule.

2.10.5 STATUS CHANGE

A staff member may be moved from their status of on-duty, on-call, or off-duty at any time during the event by any member of High Council.  

2.10.5A
COMPLAINT PROCEDURE

Any staff member who feels that they have been unfairly maneuvered from one status to another at any time during the event may request that 2 or more members of High Council review their status change and re-issue the decision.  Any subsequent rulings made from said review are irrefutable and final.

2.10.6 QUESTIONS OR CONCERNS


Any questions or concerns about the convention dress code may be addressed to the Fandemonium Personnel Director.  There is no guarantee that this document will be changed or adjusted based on those concerns.

2.11 – ENCOURAGING OR PROVIDING UNLAWFUL GOODS OR SERVICES


Any person or persons operating as a representative of Fandemonium is/are expected to adhere to all Fandemonium standards of conduct, policies, and procedures to the best of their abilities.  Promotion or encouragement, or the appearance of promotion or encouragement, of the use or possession of unlawful or illegal goods or services, including any provision of such to any minor person/s directly or indirectly relatable to Fandemonium or its affiliates, is a punishable offense up to and including termination.  All instances of such will also be reported to the Federal and State and Local Authorities to be pursued to the fullest extent of the law.
2.12 - CHANGES AND AMMENDMENTS TO POLICY


The policies and procedures in this manual are for general reference only and may not be applicable in all cases.  The Fandemonium Board reserves the right to amend or change this manual at any time without prior notification.
It is the duty of all staff members to uphold these rules and regulations as set forth by Fandemonium as well as all other laws of the State of Idaho and the Federal Government, as applicable. 
