USHERS

· Take the following to the school: The dry/erase board (Goes in the cafeteria) / The promotional materials (Go in front of the doors going into the cafeteria) / Two tables (One set up in front of the doors to the cafeteria, the other set up against the wall across from the doors) / The TV/VCR on the cart. (Goes in the gymnasium)  / The Screen & overhead projector (Goes in Cafeteria 

· Familiarize yourself with the following:  Where the Gym/Childcare is / Where the restroom facilities are / Where the extra parking is located 

· Disperse as follows: We need one usher at the door, one outside directing people to additional parking.  The others inside directing people to child-care and rest rooms.  

· It is important for the usher to stay by the doors as they are self locking.

· One usher needs to be responsible for displaying the number of children needing assistance. 

RECEPTION

· Set up a reception table at the entrance to the cafeteria.  
· Use the made-up bags first.  These need to have a pen, welcome letter, and note pad inserted before they are passed out.  
· You have all the materials needed to make up additional bags as needed.  Pass out one bag per family, not per person.  
· Get each non-member to fill out a registration card.  
CHILDCARE

· You will be set up in the gymnasium.  We are bringing over the tv/vcr so you can show videos for the kids.

· Make sure you know where the closest rest rooms are. 

· No child leaves the gym without its parents or one of our staff. 

· Make each parent sign the child in on the provided form.  Put a name tag on each child so you will know how to refer to them. 

· EACH CHILD get assigned a security number.  Give the corresponding card to the parent.  THEY MUST HAVE THAT CARD TO RETRIEVE THEIR CHILD.  

· Let the parent know that if a child requires them the number on their childs security tag will be displayed in the cafeteria.  Should this happen one of the child care team needs to walk to the cafeteria, notify an usher, who will then display the number.  

· If a child needs to go to the restroom TWO ADULTS OF THE SAME SEX MUST ACCOMPANY THE CHILD.  For the boys Bro. Roger can get one of the Ushers to help him. 

· Make sure the exits are secure so a child cannot get out.

