
 
 

Boston Pride 
Volunteer Manual 

 

 

Page 1 of 12 
 

Thank you for your interest in volunteering for Boston Pride! This manual will provide you with all the 

pertinent information you need to be successful in your position. Section 1 provides you with basic 

information that is relevant for all volunteer positions, so please read carefully. 

Sections 2, 3, and 4 cover our four biggest and most complex events: the Parade, the Festival, and the 

Block Parties. If you are assigned to an event that’s not listed here, it is because the event is less 

complex and you will receive all the instructions you need upon arrival. 
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GENERAL GUIDELINES & POLICIES FOR ALL VOLUNTEERS 
 

Volunteers are asked to check in at the Volunteer Tent 15 minutes before their shift starts to allow for 

orientation, questions, getting your equipment and replacing the person on shift before you. 

Upon checking in for your assignment, you will receive a T-shirt and Volunteer credentials. You must 

wear both of them at all times while on duty. 

1) Uniform T-shirts ensure that the Pride Committee, City Officials and the community can 

recognize you in the case of an emergency, question or problem.  

2) You may also be assigned other equipment (i.e. a two-way radio). If you are asked to carry a 

radio, a driver’s license will be required and held by Volunteer Coordinator or other designated 

person until your radio is returned.  

3) The T-shirt and credentials are yours to keep but any other equipment you are assigned must be 

returned as instructed by your onsite Volunteer Coordinator.  

When your shift is over, you must remove your Volunteer T-shirt and credentials so that we know you 

are off duty. This is important so that: 

1) The Pride Committee, City Officials and the community do not ask you for assistance in the case 

of an emergency, question or problem.  

2) If you chose to stay and enjoy the festivities when you’re done working, we will be able to 

distinguish who is off duty. This is especially relevant when an off-duty Volunteer chooses to 

consume alcoholic beverages on the premises (see next rule below).  

 

Volunteers must refrain from drinking alcoholic beverages and smoking while performing their assigned 

duties. Anyone who is found partaking in either activity will be asked to turn in their T-shirt and 

Volunteer credentials and will be asked to leave the premises/event immediately. 

 

You are strongly encouraged to pack light as the atmosphere at all of our events is quick, hectic and 

exciting. While we do often have a place for you to store personal belongings (i.e. a Volunteer tent), 

ultimately we are not responsible for lost or stolen property. 

 

We suggest that you do not drive to Pride events as our events often require roads to be closed and 

parking restrictions to be in effect. Using public transportation is strongly recommended and the best 

T stops are listed below with the event information. 

 

You will be reporting directly to the Volunteer Coordinator of the event you’re working. There will also 

be the Event Coordinator, members of the Pride Committee and members of the Board of Directors on 

site top help you throughout your shift. Please feel free to visit http://www.bostonpride.org/about to 

check out what they all look like! 
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PARADE 
 

GENERAL INFO 
The Parade setup area will be Boylston Street between Dartmouth St. and Hereford St. A basic map of 

the set up area is enclosed to help you find your way around the area, as well as a map of the Parade 

route. 

The nearest T stops are Back Bay on the Orange Line or Copley on the Green Line. 

If you chose to leave your belongings with us during your Parade shift, they will be transported to the 

Festival and may be retrieved at the Festival Volunteer tent on City Hall Plaza. Note that Boston Pride is 

not responsible for lost or stolen items and that your property is being left at your own risk. It is a busy 

and crowded day so you are highly encouraged to pack light. 

A light breakfast and coffee will be provided. 

 

CHECK IN 
 

All Volunteers for Set Up, Registration, Section Leader, and Crowd Control Team A should report to the 

Volunteer tent at the corner of Boylston and Dartmouth Street at Copley Square across from the Boston 

Public Library.  

 

All Volunteers for Crowd Control Team B, Accessible Area Ambassador and Clean Up/Destaging should 

report to the Volunteer tent located on City Hall Plaza along Cambridge St. 

Upon check in, you will be given a T-shirt, Volunteer credentials, and, depending on your position a 

bright safety vest and/or a two-way radio. The T-shirt and credentials are yours to keep, but the safety 

vest and radios will need to be returned after the Parade. Please return vests and radios to the Festival 

Volunteer tent on City Hall Plaza. 

If you are asked to carry a radio, a driver’s license will be required and held by the on-site Volunteer 

Coordinator until the radio is returned after the Parade. Please return radios to the Festival Volunteer 

tent on City Hall Plaza. 

  

TASK NOTES FOR EACH POSITION 
 

Setup 

Setup begins at 6:30 – 7:00 am. You will be setting up pop up tents, placing trash receptacles around the 

set up area and ensuring that signs are hung in the correct places. You will also need to assist placing 

orange traffic cones on Boylston Street. 
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Registration 

Registration begins at 7:00 am. At 7:30 am, vehicles will begin showing up for registration. Vehicles will 

be staged in sections and this will all be reviewed at the training session.  

Section Leaders 

Note to all: This is a good section for everyone to read as it details the events that will take place that 

morning! 

Section Leader shift begins at 7:00 am. 

You will be assigned a section of Parade groups to manage and will be responsible for lining them up, 

keeping them in order and then releasing them to March when instructed. You will receive a lineup and 

map that morning to guide you in placing your groups. 

Section Leaders will escort vehicles/floats to their section and place cars on the road according to the 

lineup you will receive that morning. Cars will need to be parallel parked on the north side of the street, 

while floats and oversized vehicles will be parked on the south side. Once a vehicle or float is parked, it 

cannot be moved under any circumstances and the driver must stay with the vehicle/float at all times. 

During line up, as a courtesy to our neighbors, no floats may play their sound systems. If a sound system 

is being played, please ask that it be turned them off.  All vehicles must be in place by 10:00 am so that 

police may begin safety inspections. 

Marching Groups will begin registering after vehicles/floats at 10:00 am. They should be instructed to 

stand on the sidewalk on the side indicated on the map that you will receive that morning. 

Returning for 2017 is the staggering of group members.  Although each group will have 2-3 folks 

reporting at their assigned “Check-In” time, the rest of the contingent will have until their “Stagger 

Time” to report to their location. That will allow us to fill up the staging in a wave like fashion and 

reduce the amount of time that marchers need to wait prior moving forward. 

The Parade will merge to March by sections and you will be instructed to release your groups in the 

order that they’re listed on the line up sheet. You will then march with your section to assist in the very 

important tasks of keeping the Parade moving at a good and steady pace and keeping gaps closed. As 

you reach the end of the route, you need to help keep the Parade moving by having marchers proceed 

quickly to the Festival area whereas vehicles will be directed to the Destaging area.  

Accessible Area Ambassador 

Also returning for 2017, Boston Pride will have a viewing area reserved for anyone who is handicap and 

needs to sit to watch the parade.  The area will be handicap accessible and be located across the street 

from the Festival at City Hall Plaza. As an Ambassador, you will need to help assist folks to and from their 

chairs. Once the parade is done, you may also need to assist these folks across the street to the festival.  
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Crowd Control 

Crowd Control shifts starts at 11:00 am and 12:00 pm. 

Crowd Control Volunteers will be dispersed throughout the Parade. Team A will work the front half of 

the Parade and Team B will work the second half of the route (which is why you are being asked to 

check in at City Hall Plaza at the end of the Parade route). 

When you check in, your Crowd Control Captain will assign you to a corner or congested area of the 

Parade. Please proceed to that area and once the Parade starts and begin crowd control. 

As a volunteer in crowd control, we ask that you keep crowds on the sidewalk.  Crowds should not push 

out into the streets allowing the larger floats and marching groups to walk by safely.  Keep an eye out 

when marching groups throw out any freebies as this will encourage the crowd to push out into the 

street. Be mindful of any children who are lining the route as they may suddenly run out or be pushed 

aside by adults.  

As the final float and police cars pass you, we ask that you join the Parade to get to the Festival. It will be 

the most direct route to the Festival due to all the street closings and traffic backups. 

DeStaging/Clean Up 

There will be an area at the end of the Parade route where floats, vehicles and marchers dismantle, 

dismount, and migrate to the Festival on City Hall Plaza 

Destaging Area: where people will get off the floats and join the Festival. Floats will be allowed to stop 

only long enough for this to happen.  This area will be on Congress Street about a block pass the festival 

entrance.  Here floats can pull over for 2-3 minutes only. They will breakdown their float well enough to 

be able to drive on the street and exit onto Congress Street. Trash receptacles will be provided in this 

area so rubbish can be disposed of properly 

If you are a Section Leader or Crowd Control and also scheduled for “Parade Clean Up,” at the end of the 

Parade route, simply find a spot along the sidelines and begin assisting with this important traffic flow. 

Please make sure you are spaced out throughout the Destaging Area. You will all be recognizable by the 

security vests you’ll be wearing.  
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FESTIVAL 
 

GENERAL INFO 
 

If you chose to leave your belongings in the volunteer tent, note that Boston Pride is not responsible for 

lost or stolen items and that your property is being left at your own risk. It is a busy and crowded day so 

you are highly encouraged to pack light. 

The nearest T stops are Government Center on the Green Line, State on the Blue Line and Haymarket on 

the Orange Line. 

 

CHECK IN 
 

When you arrive at City Hall Plaza, there will be a Volunteer tent near the Government Center train stop 

along Cambridge Street. 

Upon check in, you will be given a T-shirt and volunteer credentials. The T-shirt and credentials are yours 

to keep. 

 

FOOD & BEVERAGES 
 

There will be light refreshments during morning set-up. There will also be food and beverages in the 

Volunteer tent. As always, there will be many Volunteers to feed, so please eat only what is necessary to 

refresh your batteries. 

There will be no alcohol served at the Festival, except inside the Boston Pride Festival Bar. This area is 

for over 21 with proper ID. Volunteers may not visit this area during their shift unless they’ve been 

assigned a task that requires them to do so. 

Drinking alcoholic beverages while on duty is not allowed. However, you may enjoy the Festival Bar after 

your shift by showing proper ID proving you are over the age of 21, but please remember that you must 

not wear them or your Volunteer T-shirt while off-duty and consuming alcoholic beverages. 

 

TASK NOTES FOR EACH POSITION 
 

Friday Set Up 

All tents, tables, and chairs will be set up on Friday. A professional company will install the tents. 

Once a tent has been setup, volunteers will distribute tables and chairs to each space. Once all the 

tables and chairs have been delivered, we will cover the remaining tables and chairs with a tarp and 

weigh the tarp down with twine and weights. This is especially important if it’s is scheduled to get wet 

overnight from rain. 
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You may also be asked to assist with the delivery of administrative supplies. The administrative supplies 

consist of pop-up tents and totes with twine, rope, caution tape, duct tape, pens, markers, and other 

miscellaneous items. This involves unloading a truck with some heavy lifting involved. The Volunteer T-

shirts will also be included in this delivery. Additional administrative supplies will be delivered backstage 

or up in the Festival Bar Area of City Hall. 

Saturday 

Vendor Assistance/Traffic Control: 

At the Entrance of the City Hall Plaza: 

1)  Monitor and control the number of cars that drive onto the Plaza 

2)  Ensure that there aren’t too many cars filling the entrance of the Plaza. There should be space 

available at all times to allow other vehicles to exit the Plaza. 

3)  Let vendors know as they drive up to the entrance that they’re in line to check in and that they’ll 

need to wait until we can allow them to drive onto the Plaza to register. 

4)  Direct Festival vendors to the Registration Area. 

At the Base of the ramp: 

1) Using a traffic flow map, which will be given to you at the beginning of the shift, to help vendors 

find their booth space. 

2) The large rows of tents will be set up as in Sections labeled by colors. 

3) Walk-on vendors will carry their supplies on foot to their space. 

4) Vendors with vehicles will be driving onto the Plaza. 

5) For safety reasons, vehicles MUST adhere to the traffic flow map. Therefore, you must show 

each vendor where their space is on the map, point them to their space, and help them 

understand how to follow the traffic flow map to get to their space. 

6) Lastly, you should remind the driver that they must unload their supplies and exit by the time 

specified on the vehicle access permit given to them at the registration tent. 

Floating (on the Plaza & Near Exit): 

1) Assist vendors if they can’t find their booth 

2) Monitor vehicles on the plaza. They are allowed 10 minutes to unload. If you see a vehicle which 

has been at their space longer than the allotted time, ask them politely to exit the plaza. 

3) North Corner monitor 
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a. The North Corner is a grey concrete area on the plaza. If you are assigned to this spot, 

you must prevent vehicles from driving onto this area. The ground in this section is 

hollow, so no vehicles can drive on it. Stop vehicles and instruct them to unload their 

supplies from where they are. 

4) Using the traffic flow map to direct and assist exiting vendors. When vehicles approach the exit, 

assist the vehicle through foot-traffic to ensure no one gets hurt. Exit is on Court St. 

Section Monitors 

Tents: 

1) A section leader is responsible for standing at the head of every tent and directing vendors to 

their spaces 

2) If a vendor has an issue with their space, communicate the problem with the Festival Chair to 

resolve the issue 

3) In addition to the responsibilities outlined above, this Section Monitor will be responsible for 

checking with the table and chair area to make sure that vendors are not taking additional 

tables and chairs without paying for them. 

4) If a vendor approaches looking to rent additional tables and chairs, politely instruct them to 

come back at 10am when registration closes to ensure that everyone else has collected their 

rentals. At that time, if we have extra tables and chairs to rent, they can return to rent 

additional supplies. 

Security/Information Assistant 

1) Volunteers will be stationed at information booths to assist festival participants with questions  

2) Distribute site maps as requested 

3) Ability to communicate with festival chair about vendor discrepancies, issues or conflicts which 

arise during the festival area 

4) Patrol the festival area, if someone needs first aid or help, communicate with festival chair 

5) Ensuring that all vendors have visible permits and are not engaged in any activity that violates 

Festival policies (i.e. no permit, selling prohibited goods/items). Communicate all issues to the 

Festival Chair. 

6) Volunteers may also be asked to monitor the trash cans to make sure nothing is overflowing 

Table & Chair Assistance 

During registration and at the end of the Festival, there will be one Volunteer checking off names and 

two Volunteers distributing or receiving the supplies. 
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Morning Distribution: 

1) Volunteers will be responsible for distributing tables and chairs to vendors who are interested in 

buying extra ones. 

2) Vendors must present their table and chair receipt to obtain extra ones 

3) Once a vendor has paid for their additional supplies, make a note on the receipt whether or not 

it was an 8’ or 4’ table or a chair. This is to ensure that when the vendor returns their tables and 

chairs, we know that they must return an extra table/chair. 

4) If a vendor asks for assistance because of some type of handicap or disability, please make every 

effort to assist. If you are unable to assist, please contact the Festival Chair or another volunteer 

to help. 

5) Each vendor puts a $20 deposit on the table and chairs, which is refundable only after 6pm. 

Please remind ALL registrants that tables and chairs may ONLY be returned AFTER 6pm to 

receive their deposit back. 

Receiving in the evening: 

1) Only at the end of the Festival (6pm), are vendors permitted to return their tables and chairs. 

2) Vendor must provide you with their deposit receipt so you can return their deposit. 

3) After the vendor returns their tables and chairs and received their deposit back, 1 Volunteer 

should check off that we’ve received the vendor’s tables and chairs. 

4) Note that vendors regularly attempt to return their tables and chairs before 6pm and expect to 

have their deposits returned to them. This is not permitted. Vendors must wait until after 6pm 

to return their tables and chairs and receive their deposit back. Vendors may choose to forfeit 

their deposits by leaving early, in which case their deposit will be deemed a donation to Boston 

Pride. 

Crowd Control Team B 

Crowd Control Volunteers will monitor and control pedestrian traffic flow at the entrance to the 

Festival, particularly when the Parade begins to dump throngs of people onto City Hall Plaza. When you 

check in, your Crowd Control Captain will assign you to a spot or congested area of the Festival 

grounds/entrance. Please proceed to that area and begin crowd control. Crowd Control Team B 

Volunteers may also be asked to move a block or two along the parade route to help keep the crowd out 

of the way of floats closing on the end of the parade route.  

Clean Up 

This shift primarily involves breaking the festival down, cleaning up, packing and loading supplies and 

any other clean up related tasks that arise.  
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BLOCK PARTIES 
 

GENERAL INFO 
JP: The nearest T stops are Jackson on the Orange Line, Heath St. on the Green Line and the Perkins St. 

stop on the 39 Bus. 

Back Bay: The nearest T stops are Arlington on the Green Line and Back Bay on the Orange Line. 

CHECK IN 
JP: Volunteer and guest entrance is at the Hyde Square Rotary on Centre Street. Please enter at that end 

of the street only. 

Back Bay: Volunteer and guest entrance is at the corner of St James Avenue and Berkeley Street. Please 

enter at that end of the street only. 

There will be plenty of non-alcoholic drinks, water and food in the Volunteer tent for consumption. 

 

TASK NOTES FOR EACH POSITION 
 

Set Up 

Volunteers are needed to position barricades, set-up tents, tables and chairs, decorate the street, set up 

bars, place garbage bins and fill with garbage bags, put up signage, and other related setup tasks. Some 

heavy lifting may be involved. 

Entrance 

Entrance Volunteers will: 

1) Answer questions about the event  

2) Check IDs and place bracelets around the wrists of people legally allowed to drink alcohol  

3) Collect suggested entrance fee. Instruct guests to drop entrance fee in orange bucket or make 

change if needed. All proceeds support Boston Pride’s annual events, and a portion goes to the 

Boston Pride Community Fund.  

4) Visually search all bags and back packs to ensure that guests are not bringing in any food, beverages, 

drug paraphernalia, or weapons of any kind. If someone has any of these items, instruct them to 

either:  

a. dispose of the items in the trash  

b. bring the items back home and return to the party  
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c. leave the back pack outside of the entrance area. If a guest chooses option 3, please remind 

them that we are not responsible for lost or stolen belongings.  

5) Ensure that no pets/animals enter the event unless they are assisting a guest with a disability.  

6) Entrance Volunteers are not permitted to handle any money once it is dropped in the orange 

bucket. Periodically, the Entrance Captain will come around to empty the buckets. If the buckets are 

full and you need assistance, call for the Entrance Captain on the radio. The Entrance Captain will 

transfer all monies to the Boston Pride Administrative tent.  

Security 

General Info 

Special areas to watch closely: entrances, exits, barricades, bars, bathrooms, private properties located 

within the Block Parties and dance floor areas. 

Under NO circumstances should any Volunteer, staff or security person put their hands on a guest. If 

there is an incident or fight contact the Event Chair or the nearest Police Officer. In case of an injury or 

other non-violent incident contact the Event Chair and bring all people involved to the Volunteer Tent. 

Backstage - Volunteers are needed to ensure that only staff and performers (DJs and dancers) access the 

backstage area. They will monitor the premises behind the stage. 

Back Entrance- Volunteers are needed at the "back entrance" to ensure that no unauthorized person 

(i.e. everyone but staff and performers) enters the party from that side of the street. People should be 

redirected around the block to the entrance side of the event. 

Roaming- Volunteers do all of the above and also ensure the following by continuously walking through 

the event and carefully observing the crowd: 

1) That there is no underage drinking at the event  

2) That here are no people entering or exiting the Block Party with alcoholic beverages  

3) That there are no people harassing others  

4) That the area is clear of debris, cans, bottles, etc…  

Exit- Ensure that people are exiting through the designated exit area. Inform them that alcoholic 

beverages cannot be taken off the property. They must finish or dispose of their beverages before they 

leave the event. This is true even if they’re drinking a non-alcoholic beverage. 

Please be respectful of the neighboring businesses and homes that allow us to use their streets for our 

block parties! 
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Merchandising 

These Volunteers help sell Boston Pride merchandise. Duties include organizing merchandise in a 

visually appealing manner and then will need to pack up the merchandise that remains unsold. 

Clean Up 

About one hour before the event is scheduled to end, assist in breaking down tents and barricades, 

removing trash, stacking tables and chairs, dismantling bars, sweeping, packing and loading up items 

into truck, and any other duties as needed. 

 


