BigApreeter

New York City

Dear Potential Volunteer,

Thank you for your interest in Big Apple Greeter. Since our beginning in 1992, we
have welcomed more than 90,000 visitors from the United States and all over the
world. Volunteers are paired with visitors to show what they know and love about
our city and their neighborhoods, thereby enhancing the city’s image and
enriching the visitors’ experience.

Please read through the information. Then fill in the application accurately and
completely. Please note: we will need your email address and your telephone
number must have voice mail for your application to be considered. Volunteers
must be available four hours per visit, a minimum of once a month. As a result of
the requests from our visitors, priority is given to people with foreign language and
ASL skills and people who are familiar with ethnic neighborhoods, and/or the
Bronx, Queens, Brooklyn and Staten Island. Please understand that acceptance
is not automatic, as we must give priority to volunteers who best fit our needs.

We process volunteer applications periodically. A committee goes through each
application carefully and, due to time constraints, arranges interviews only with
those people whose skills meet our visitors’ needs. We will contact you after we
have reviewed your application to let you know if we would like to interview you at
this time, or to hold your application on file for the future.

We appreciate your interest and share your enthusiasm for our great city. We
hope to speak to you soon and include you in our program.

Sincerely,
Gail Morse

Director of Programs and Volunteers
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Big Apple Greeter

New York City

Greeter Volunteer Application

(If you are interested in working in our office, see our Office Volunteer
Application)

Name: Date:
Address: Apt #:
City: State: Zip:
Fax #: E- Mail:

Please note: Your phone number will be given out to the visitor.

Phone # Best time to call

Daytime

Evening

Weekend

Cell Phone

Please check one of the following:

Employed | Self- Unemployed | Semi- Retired | Student
employed Retired | Year
COMPANY NAME:

Nature of business:

Your title/position:

Co. Address:

City, State: Zip:




1. Please indicate your availability for volunteering with a OYO for yes.
Indicate with a O?0 if your time varies.

Time Mon | Tue Wed Thu Fri Sat Sun
Available

Morning

Afternoon

2. Are you fluent or nearly fluent in any language(s) other than
English? Yes / No (circle one) Which language(s)?

3. Do you speak English fluently? Yes / No (circle one)
4. Occupational background

Current Position: Full Time / Part Time (circle One)

Previous Positions:

5. Would your employer, or former employer, be interested in learning
more about Big Apple Greeter? Yes/ No (circle one).

If yes, whom should we contact?

Name: Relationship:
Day Phone #: Eve. Phone #:
Cell Phone #: Fax #:

If available, please submit your resume.

6. Please list any previous volunteer experience.

7. How often would you like to be called upon?




8. Please circle or add any special interests which you would like to
share with visitors during a neighborhood walk.

I African American NY ! animals ! antiques ! architecture ! art

I birds ! children’s spots ! churches ! Corporate NY ! decorating

I fashion ! film ! flea markets ! flowers & plants ! food ! gay NY
I'geology !NYC history ! literature ! music ! parks ! photography
'running ! sewing ! shopping ! sports ! synagogues ! theater

I Other, please explain:

Tell us more about your involvement in your interests.

9. How did you learn about Big Apple Greeter? Please be specific.

10. Why do you want to volunteer for Big Apple Greeter? What is it
that you would like to get out of the program?




11. Have you ever worked with the public before? Yes / No
(circle one) If yes, please explain.

12. Are you familiar with any ethnic cultures that you would like to
share with a visitor? Yes / No (circle one) If yes, please describe.

13. Which neighborhoods are your most favorite and you are most
interested in showing a visitor? Please describe some of the
highlights.




14. Check (! ) next to the appropriate neighborhood (! more than one

if applicable)

Neighborhood | live | work or | | spend or |Ifeellam Comments you
or have have spent | able to and wish to add
have |worked |a lot of would like to | about these
lived |there time there | show the neighborhoods
there neighborhood

BRONX

Arthur Avenue

City Island

East Tremont

Fordham Road

Grand
Concourse

Pelham Bay
Park

Riverdale

Van Courtland
Park

Wave Hill

Other

BROOKLYN

Atlantic Avenue

Bay Ridge

Bensonhurst

Boerum Hill

Boro Park

Brighton Beach

Brooklyn Heights

Brownsville

Carroll Gardens

Clinton Hill

Cobble Hill

Coney Island




Neighborhood

| live or
have
lived
there

| work or
have
worked
there

| spend
or have
spent a
lot of
time
there

| feel | am
able to and
would like to
show this
neighborhood

Comments you wish to
add about these
neighborhoods

Crown
Heights

Downtown
Brooklyn

DUMBO

Flatbush

Fort Greene

Grand Army
Plaza

Greenpoint

Greenpoint
Cemetery

Manhattan
Beach

Metrotech

Ocean
Parkway

Park Slope

Prospect Park

Sheepshead
Bay

Sunset Park

Williamsburg

Other




Neighborhood | live or |l workor |lspend |Ifeellam Comments you
have have or have | able to and wish to add
lived worked spent a | would like to | about these
there there lot of show this neighborhoods

time neighborhood
there

MANHATTAN

Battery Park City

Bowery

Central Park

Chelsea

Chinatown

Civic Center

Clinton

Cloisters

East Village

El Barrio

Fifth Avenue

Financial District

Flatiron District

Fort Tryon




Neighborhood

| live
or

have
lived
there

| work
or have
worked
there

| spend
or have
spent a
lot of
time
there

| feel | am
able to and
would like to
show this
neighborhood

Comments you
wish to add
about these
neighborhoods

Gramercy Park

Greenwich Village

Harlem

Inwood

Inwood Park

Lincoln Center

Little Italy

Lower East Side

Lower Manhattan

Meatpacking
District

Midtown

Morningside
Heights

Murray Hill

NoHo

Roosevelt Island

SoHo

South Street
Seaport

Spanish Harlem

Theater District

Tribeca

United Nations
and Turtle Bay

Upper East Side

Upper West Side

Washington
Heights

Washington
Square Park

Yorkville

Other




Neighborhood | live or | Iwork |Ispend |Ifeellam Comments you
have or have | or have | able to and wish to add
lived worked | spent a | would like to | about these
there there lot of show this neighborhoods

time neighborhood
there

QUEENS

Astoria

Bayside

Briarwood

Corona Park

Elmhurst

Flushing

Flushing Meadow
Park

Forest Hills

Glendale

Jackson Heights

Jamaica

Kew Gardens

Long Island City

Noguchi

Rego Park

Ridgewood

Shea Stadium

Socrates Park

Sunnyside

Woodhaven

Woodside

Other

STATEN ISLAND

Historic Richmond
Town

Snug Harbor

Staten Island
Ferry

Other




15. Are you willing to serve families with children? Yes / No
(circle one)

16. Have you had any experience with people with disabilities? Yes /
No (circle one) If yes, please explain.

17. Would you be willing to meet visitors with disabilities? Yes / No
(circle one)

18. Are there any medical or other considerations that might limit your
time or mobility? Yes / No (circle one) If yes, please explain.

19. Are you 18 years of age or older? Yes / No (circle one)
20. Our volunteers and visitors come from all walks of life.
a) Are you willing to serve people of any race, color, creed,
gender, age, sexual orientation, marital status, or disability?

Yes / No (circle one)

b) Are there any people who you do not wish to serve?
Yes / No (circle one) If yes, please explain.

21. Big Apple Greeter is committed to enhancing the global image of
New York City. It is our mission, as ambassadors of NYC, to enrich
the New York experience by connecting visitors with knowledgeable,
friendly, and enthusiastic volunteers. To that end, would you be
willing to work with the press/media in their capacity to promote the
visitorOs experience? Yes / No (circle one)

22. Is there anything you would like to add? (Please attach this
information and your resume.)




23. Reference: Relationship:

Day Phone #:

Evening Phone #:

Cell Phone #

24. In an emergency, who should we contact?

Contact: Relationship:
Daytime Phone #: Eve Phone #:
Cell Phone #:

25. Would you be interested in periodic office work such as large
mailings and special events? Yes / No (circle one)

26. | understand that neither the Office of the Manhattan Borough
President, the City of New York or Big Apple Greeter assumes
responsibility for any injury or monetary damages incurred by me
while performing my duties as a Big Apple Greeter. Yes / No (circle
one)

| have read and understand the policy of Big Apple Greeter and
| agree to abide by this policy.

Signed:

Print Name:

Date:

Please keep the policy for your records and return this application to:

Director of Volunteers
Big Apple Greeter
1 Centre Street
New York, NY 10007

Big Apple Greeter accepts volunteers without regard to race,
color, creed, gender, age, sexual orientation, marital status or
disability.



BigApble Greeter

New York City

THE POLICIES OF BIG APPLE GREETER
For Greeters

WELCOME!

Big Apple GreeterOs mission is to enhance the worldwide image of New York
City by connecting visitors with knowledgeable and enthusiastic volunteers.
Volunteers support the mission by being friendly, courteous and helpful and
by showing a genuine devotion to and respect for New York City. In addition,
a Greeter shall be thoroughly familiar with any neighborhoods that s/he
shows to a visitor.

Thank you for volunteering as a Big Apple Greeter. You make New York
special. We know that most New Yorkers are helpful, courteous and friendly,
but very often visitors come to New York with a different impression. We are
counting on you to reverse any negative image that the visitor may have.

WE WELCOME THE WORLD

Greeters serve all people and do not discriminate based on race, color, creed,
gender, age, sexual orientation, marital status, or disability.

ACCEPT VISIT ASSIGMMENTS REGULARLY

A major criterion for remaining a volunteer with Big Apple Greeter is frequent
participation. We expect Greeters to be available for a visit at least once a
month from orientation forward and to attend yearly training sessions. |If there
are extenuating circumstances, please discuss them with the Director of
Volunteers.

Alicia Pierro, Executive Director
1 Centre Street, New York, NY 10007
Tel (212) 669-2364 Fax (212) 669-3685 TTY (212) 669-8273

S:\WVOLUNTEER DEPARTMENT\ORIENTATION FOR NEW GREETERS\Policy Statement Apr05 updated Jan10.doc



SHOW NEIGHBORHOODS YOU KNOW

Only accept visits to neighborhoods that you know well. We serve our visitors
best when you are thoroughly familiar with the neighborhoods you show.
Sometimes on the day of the visit, visitors will ask you to go to a
neighborhood that you did not anticipate. Under no circumstances should

you take them to any neighborhood you do not know well. In addition, you
must stay within the five boroughs during your visit.

CALL FREQUENTLY FOR ASSIGNMENTS
Call the office during the day at (212) 669-8270.
CONTACT VISITORS PRIOR TO THE VISIT

When you accept a visit, ask the Volunteer Coordinator when the visitor will
arrive. Visits usually run smoothly when you have contact with the visitor
after their arrival and prior to the day of the visit. You are responsible for
making sure there is contact: if the visitor does not call you, you must call the
visitor. It is important to do this because some visitors never receive our
email and/or fax providing your name and number, no matter how hard we ftry.
In addition, we encourage greeters to email visitors before they leave their
home state or country.

BE RELIABLE IN KEEPING APPOINTMENTS

If an emergency arises and you are unable to keep your appointment, notify
the visitor as soon as possible. If you are canceling in advance, call the
Greeter Office and we will contact the visitor for you.

MEET VISITORS IN PUBLIC PLACES

Be available to meet visitors where they are staying. If they are not staying in
Manhattan, ask the coordinator about arranging an easy to find meeting
location. Always meet in a public space and not at your home or in the
visitor’s room.
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Alicia Pierro, Executive Director
1 Centre Street, New York, NY 10007
Tel (212) 669-2364 Fax (212) 669-3685 TTY (212) 669-8273
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BE PROMPT WHEN MEETING VISITORS

A good beginning to a visitor can set the right tone. Be punctual and reliable.
If you are unavoidably delayed, please contact your visitor.

LIMIT THE NUMBER IN YOUR PARTY

Your visit should include no more than 6 friends or family who are traveling
together. If additional people arrive, you must refuse to take any more than 6.
Explain that it is our policy not to take our large groups of people because we
are volunteer “friends,” and not trained tour guides.

Please note: Friends and spouses may not accompany Greeters on
their visits.

WEAR THE BIG APPLE GREETER BUTTON THROUGHOUT THE VISIT

Because recognition of our organization is important, we ask you to wear the
Greeter button throughout the visit. Conversely, no one may use the Greeter
button or name unless on a prearranged Greeter visit or other activity
organized or cleared by this office.

TRANSPORTATION

Our organization and you, in turn, encourage the use of public transportation
and familiarization of visitors with our subway and bus system. Do not take
visitors in your own car and do not ride in theirs. This is important because
our insurance will not cover you or the visitor(s) in the event of an accident. If
the visitor insists on taking a taxi, our insurance will cover you.

Thanks to a generous donation from the Metropolitan Transportation
Authority, Metro Cards are available for you and each of your visitors. Your
volunteer coordinator will explain the Big Apple Greeter Metro Card policy to
you when you book a visit. These Metro Cards are for the exclusive use by a
greeter and visitors during a visit, and are not to be sold or used for any other
reason.
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Alicia Pierro, Executive Director
1 Centre Street, New York, NY 10007
Tel (212) 669-2364 Fax (212) 669-3685 TTY (212) 669-8273
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BE AVAILABLE FOR 4 HOURS

Accept visits when you have at least 4 hours to volunteer. Because we
explain to visitors that visits last from 2 to 4 hours, they are entitled to all 4
hours. When mutually agreeable, visits may go beyond the 4 hours, but
always end by 5PM.

BE WILLING TO TAKE OUT VISITORS IN ALL TYPES OF WEATHER

The visit will usually go forward rain or shine. In case of inclement weather,
flexibility on both your parts is helpful. You may suggest a visit which features
indoor activities or reschedule the visit, if this is mutually convenient.

PAY YOUR OWN EXPENSES

You are expected to pay all your own expenses (food & beverages, entrance
fees, transportation, etc.). Your visitors will pay for all their own expenses.

DO NOT INVITE VISITORS INTO YOUR HOME

Our experience shows that visitors are fun and interesting. However, as a
safety precaution and insurance requirement, our policy forbids bringing
people to your home or you visiting their hotel room.

ANSWER QUESTIONS

We want you to convey your life experiences of and feelings for New York

City, but when it comes to answering questions about specific facts, give
accurate information. If you donOt know the answer to a question, say that you
do not know; do not fictionalize! Perhaps you can look it up after the visit and
get back to the visitor or suggest ways that the visitor can find the answer.

If you should express an opinion to your visitor(s), make sure that they know
it is solely yours and not that of the organization or the City of New York.

Sometimes what one says and how one is understood are two different
things. Some misunderstandings of this nature can cause ill will. Please
make sure that you are understood as you would mean to be.
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Alicia Pierro, Executive Director
1 Centre Street, New York, NY 10007
Tel (212) 669-2364 Fax (212) 669-3685 TTY (212) 669-8273
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DO NOT ACCEPT TIPS

Under no circumstances should you accept any money from your visitor.

Should a visitor wish to express appreciation for your visit, please remind him/
her that tipping is inappropriate. They may send a donation (US currency) to

the office, but please do not solicit it. A donation may also be made online by
going to our secure website: www.bigapplegreeter.org.

QUESTIONNAIRES

We welcome suggestions and comments from volunteers and visitors. |t is
required that all Greeters return the questionnaires to the office. It is also very
important that the visitors return the visitor questionnaires to the office so that
we know what has taken place and what changes are needed for the future.

REPRESENTING BIG APPLE GREETER

Keep your activities within the limitations outlined in this document.
Volunteers are indemnified by Big Apple Greeter against personal liability for
any acts conducted within the scope of their duties. Big Apple Greeter is not
responsible for any activities that fall outside the policies outlined in this
document. If you exceed the limitations outlined here, you may be held
personally responsible for any injury to yourself or the visitor.

Volunteers represent us as Greeters and in many other capacities. No one
may contact any corporation, foundation, press, or outside vendor without the
approval of the Big Apple Greeter office.

REMOVAL AS A BIG APPLE GREETER

Big Apple Greeter reserves the right to reject a prospective volunteer or to
refuse continued visit assignments to a current volunteer for any reason
whenever, in its opinion, such action is warranted.

Cause for rejection or dismissal includes, but is not limited to, actions
illustrated in the following examples:
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http://www.bigapplegreeter.org
http://www.bigapplegreeter.org

Declining a visit or accepting one and then engaging in discrimination or
harassment based upon race, color, creed, gender, age, sexual
orientation, marital status, or disability, regardless of whether it is verbal
(e.g., epithets, derogatory statements, slurs, sexual innuendo or unwanted
sexual advances), physical (e.g., assault or inappropriate physical
contact), or visual (e.g., posters, cartoons or drawings), may result in
termination from the Greeter Program.

Engaging in any conduct which could bring disrepute to Big Apple Greeter.
Failing to take out one visit per month or 12 visits per year.

Riding in your car or a visitor’s car during a greeter visit.

Accompanying the visitor to your home or his/her room.

Accepting tips, payment or reimbursement from a visitor.

Failure to attend required sessions or meetings.

Taking on a visit children under the age of 18, unless they are
accompanied by a responsible adult companion.

Taking visitors outside of the five boroughs of New York City.

Failing to show up for an assigned visit without appropriate notification to
Big Apple Greeter and the visitor.

Using the visit as an opportunity to solicit any personal cause or business.

Drinking alcoholic beverages, being intoxicated or under the influence of
drugs while pursuing any activities associated with Big Apple Greeter.

Prior conviction of a crime of violence against another person, or a crime
involving the ability to trust the volunteer.

Violating Big Apple Greeter’s policies.
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Alicia Pierro, Executive Director
1 Centre Street, New York, NY 10007
Tel (212) 669-2364 Fax (212) 669-3685 TTY (212) 669-8273
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