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Set-Up Checklist

· Trailer will arrive in the morning generally around 8 – 8:30 am, and will park on the Lisbon rd. parking slab.
· After unloading, the trailer should be moved to the OSLC parking lot next to the shed.
· Set Up team will arrive at after 10:30 service unless you are contacted with a different time.
· Set up cots per room assignments.  These are located in the trailer.
· Place all assigned items in rooms.  106, 108, and 109 are first choices for guests.  105 is would be used if we have a fourth family, and then 107 would be reserved for overnight hosts.  Keep host cots folded.
    Each family’s room should have:
· Enough cots for each member of the family (supplied by Family Promise)
· mattress pads for each cot (Supplied by Family Promise)
· family lock box (supplied by Family Promise)
· crib, mattress and sheets if  an infant is in the program (This will not be provided by Family Promise, The Case Manager will communicate to the Volunteer Coordinator if a crib or Pack ‘n Play is needed)
-The following items are found in the Family Promise Set Up bin located in the room 108 closet.
· lamp
· night light
· Kleenex
· alarm clock
· wash cloth
· hand towel
· soap

· Totes:  Each family is given a tote at intake.  The tote should be clearly marked with their name.  
· Cover the door windows securely with white paper and blue tape.
· Put out ice cream bucket (filled with sand) just outside of door on the patio.  Make sure the wood block is near door for propping. The bucket is in room 108 closet.
· Slip family name cards into the appropriate room number wall frame.
· Place clip board with volunteer log in sheets on the brown kitchen counter along with the green OSLC Family promise procedure manual.  These are located in the Family Promise set up bin.
· Don’t forget to sign in your time in the volunteer log located on the brown counter in the kitchen. (This is necessary for Family Promise to continue to obtain grants.)

Thank You for Serving

