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Tennessee Performing Arts Center’s Mission Statement

“The mission of the Tennessee Performing Arts Center is to provide facilities, services and programs of the highest quality for the greatest benefit of the people, institutions and communities of the State, and to take a leadership role in fostering the performing arts, arts education, resident arts groups, and other arts organizations.”

The Tennessee Performing Arts Center (TPAC) was opened on the corner of 5th Avenue and Deaderick Street in downtown Nashville on September of 1980, and is now housed within the James K. Polk State Office Building.  The State of Tennessee owns the actual building, but the Tennessee Performing Arts Center operates the theaters and lobby spaces.  
TPAC Volunteer Policies

Professional Practices for TPAC Volunteers

TPAC Volunteers are greatly appreciated and truly part of the TPAC Family.  As each year brings a wealth of creative programming to our vast audience, new projects are offered that will develop the skills, enrich the talents, and broaden the knowledge of TPAC volunteers.  The staff is supportive of volunteers, considering them fellow workers and willingly providing appropriate training and opportunities for their intellectual enrichment.  In turn, volunteers must adhere to all standards that apply to paid staff.  

Volunteer Hours

Normal TPAC business hours are 8:30 am – 5:30 pm, Monday through Friday.  Volunteers are offered a range of opportunities during the day within normal TPAC business hours, at night during show weeks, and on the weekends during shows and special events.  

Orientation, Training and Development
Each volunteer receives an initial orientation packet for their review.

Prior to assisting, all volunteers should plan to attend biannual orientation and training sessions (usually held July/August and January/February). TPAC staff members who serve in a supervisory capacity to volunteers will have primary responsibility for designing and delivering this training to volunteers. 

More experienced, Lead Volunteers are included in the design and delivery of volunteer activities and training.

Scheduling

Jackson Hall scheduling is done twice a year, 6 months at a time.  Scheduling for other events at TPAC are on an as-need basis and volunteers will be contacted.  
Absenteeism and Substitution

Volunteers are expected to perform their duties on a regularly scheduled, punctual basis.  When expecting to be absent from a scheduled duty, volunteers should contact the Volunteer Hotline as far in advance as possible.  Continual absenteeism will be documented and considered in future assignments.  

Volunteer Hotline

615-687-4292 (all events)

Review

Each volunteer is encouraged to review and evaluate every activity he/she is involved in at TPAC.  The TPAC Volunteer Office welcomes new ideas from volunteers.  In turn, each volunteer and their completed activities are evaluated by TPAC staff following the assignment.

Evaluation

If at any time a volunteer, TPAC staff, or the TPAC Volunteer Office is in conflict over the behavior of staff or volunteers or a TPAC volunteer position, the TPAC Volunteer Office has the authority to request written complaints from all parties, discuss termination of volunteer activity in specific TPAC staff area, re-train the volunteer, move the volunteer to a new position, or request the volunteer to discontinue volunteer activity with TPAC.

Dismissal

Possible grounds for dismissal of the volunteer may include, but are not limited to: gross misconduct or insubordination, being under the influence of alcohol or drugs, theft of property or misuse of organization equipment or materials, abuse or mistreatment of customers or co-workers, failure to abide by organization policies and procedures, failure to meet physical or mental standards of performance, and failure to satisfactorily perform assigned duties.

Records

Each volunteer is entered into the volunteer database and their subsequent activities recorded in his/her file.  Volunteers are asked to notify the Volunteer Office with change of address, phone, e-mail, etc. as needed.  Recorded information and documentation of time served is available upon request.

Benefits

Volunteer benefits include an annual selection of TPAC discount offers, a special thank you luncheon, complimentary seating at a TPAC show, potluck dinners, free giveaways, and backstage tours.  The TPAC Volunteer Office is always searching for creative, new ways to thank the volunteers each year.

Concessions

Volunteers will receive a staff discount on Concessions the night they are working an event.  Volunteers are asked to please wait until the show has begun before making their purchases.  Certain items are excluded.

Corporate Volunteer Projects

Corporations are encouraged to participate in both individual and group volunteer projects.  Corporations interested in group projects for their company may work with the TPAC Volunteer Office to choose specific projects and opportunities for involvement.  

Dress Code

 Men are asked to wear dress shirts, slacks, khakis, etc.   Feel free to wear comfortable shoes, but no tennis shoes.

 Women are asked to wear a dress, blouse, slacks or skirts.  If a lady chooses to wear a skirt, it should be knee length.  Although tennis shoes and flip-flops are not appropriate, feel free to wear comfortable shoes.

 Visible Body Piercing (with the exception of earrings) is not allowed.  

 Use your best judgment regarding Hairstyle and Fashion Jewelry.  Remember that you are working with the public and should maintain a professional appearance at all times.

 We discourage the use of Overpowering Perfumes or Colognes.  A discreet application is preferred.

 Volunteer Name Tags should be worn on the right side of your blouse or shirt.

Parking

There is free parking in the evening around the state capitol and in paid-parking lots across from the center on Deaderick. Other popular paid parking lots are located on the corner of 7th and Church, in the Nashville Public Library Garage, and in the Sheraton Parking Garage.  For more parking information, please visit our website at www. tpac.org. 

Childcare

Childcare is not provided for volunteers during volunteer duties. On occasion, there are activities that permit school-aged children to work alongside their parents; however, the volunteer must approve such instances with the Volunteer Office in advance of the scheduled activity. Children who have not yet entered first grade are not permitted to accompany their parents.  High school students are eligible for volunteer activities with guardian’s permission and may work without guardian present. Volunteers in Jackson Hall must be 18 years of age or older.
Volunteering at TPAC

Development and Marketing Activities
Mandy Morgan coordinates all volunteering within the Development and Marketing Departments.  She can be reached at mmorgan@tpac.org or 615-782-4018.

I. Volunteering with Development Activities

TPAC Education

For over 25 years, TPAC Education has used the power of the arts to inspire the imagination and fuel the mind for individuals of all ages.  TPAC Volunteers play an important role within the Humanities Outreach in Tennessee Season (HOT) for Young People as well as special events geared toward arts education for adults.  

Volunteers may choose to work alongside TPAC ushers and Education staff in greeting students and teachers and guiding them safely to their seats for HOT performances. HOT performances generally take place in the morning during the week and last until noon.  This year, our season includes 10 productions.  For a full schedule, please see www.tpac.org/education/hot.

For the InsideOut of the Lunch Box program, volunteers may choose to prepare food for our LookIn series, or help with administrative duties for our InsideOut and Arts Appetizer events.  Both the LookIn and Arts Appetizer series' take place in the evening, while the InsideOut of the Lunch Box series takes place from 11:30 am - 1:00 pm.  

TPAC Education also needs help with mass mailings from time to time.

Fest de Ville Gala and Premiere Evening

Fest de Ville Gala (held in August) and Premiere Evening (held in April) are the two main fundraisers for TPAC’s Education and Development programs.  Volunteers who are assisting with either fundraiser are given on-the-job-training during the event.
II. Volunteering for Marketing Activities

Office Help

Light filing, database entry, or office support for TPAC staff is carried out by volunteers at the convenience of both the volunteer and TPAC staff.  Work may be done at TPAC, at the Volunteer’s home, or via e-mail depending on the type of service needed. 

Marketing Table
The marketing table is set up in the lobby of Jackson Hall during most Jackson Hall performances.  Volunteers greet patrons and offer them information concerning current and upcoming TPAC performances.  Volunteers are asked to assist at the table in the beginning of the show as well as at Intermission.
Marketing Special Events

There are Special Events held at TPAC throughout the year, this can include, but is not limited to: Public On-Sale Events, Group Sales Events, Mailings, TPAC Representation at Events, and more.

Special event volunteering will include on-the-job-training for most all events that you will be participating.

For events of this nature, your contact information, job descriptions, proper attire and times will be e-mailed to you for your review prior to the event.

If interested in assisting with activities under Development or Marketing (outlined above) please contact:

Mandy Morgan, Marketing Assistant

mmorgan@tpac.org
615-782-4018

Performance Activities
Mary Blair and Rebecca Nichols coordinate all volunteering for TPAC Broadway and Tennessee Repertory Theatre performances.  They can be reached at mblair@tpac.org or rnichols@tpac.org
TPAC manages four venues, which are: Andrew Jackson Hall, James K. Polk Theater, Andrew Johnson Theater, and War Memorial Auditorium.  Currently, volunteers are needed for Jackson Hall to assist with TPAC Broadway, TPAC Presents, the Nashville Opera Association (NOA) and the Nashville Ballet (NB).  Volunteers scheduled in Johnson Theater assist the Tennessee Repertory Theatre’s (TRT or the Rep) performances.

Jackson Hall Volunteering

Volunteers assist during our Broadway series in Jackson Hall as well as various other performances. Volunteers are expected to arrive one hour before the performance.  They meet with the Lead Volunteer and are assigned their positions for the evening.  Positions include Coat Check, Greeter, Program Attendant, Special Needs, and Balcony Guide.  

Tennessee Rep Volunteering

Volunteers assist during the performances of the Tennessee Repertory Theatre (in Johnson Theater) as Lobby Greeters.  On-the-job-training is provided the evening of the scheduled call.
Scheduling

All volunteers are expected to attend biannual training sessions (usually held July/August and January/February).  Schedules are made 6 months at a time, with the opportunity of signing up for Jackson Hall events following the training sessions. The first 100 volunteers to attend the biannual volunteer training get first pick at their schedules.  After a volunteer completes their training they are sent the schedule sign-up via email.  Once the schedule has been made it will be emailed.

If interested in volunteering for performances in Jackson Hall or for the Tennessee Repertory Theatre please contact:

Mary Blair, Assistant House Manager

mblair@tpac.org
615-782-4051
Rebecca Nichols, House Manager

rnichols@tpac.org
615-782-4087
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