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I.  Volunteer Responsibilities

	A.  Sunday Morning Setup

	Description:  The IHN Sunday Setup crew is responsible for preparing the rooms for the overnight IHN guests.

** Setup to be done after the 10:15 a.m. Sunday service. **

1.  Move beds into the guest rooms.  Number of beds will be determined by the number of guests.
2.  Make up beds – mattress pads, sheets, blanket, pillow and pillow cover on each bed.
3.  Set up one set of towels in each room.
4.  Set up cribs or portable cribs in rooms as needed.
5.  Put one alarm clock, Bible, tissues, and trash can in each guest room.  Bean bag chairs may be added as space allows.
6.  Set up high chairs in Fellowship Hall.
7.  Make any entries into logbook as needed.



	B.  Food Preparers

	Description:  The IHN Evening Dinner Preparation crew is responsible for delivering meals to the church by 5:00 p.m.

** Dinner normally will be served between 5:45 - 6:00 p.m. each evening **

1.  Please plan to have your meal at church by 5:00 p.m.
2.  Prepare the meal for 22 people.
3.  Make sure that special heating or serving instructions are included with the food.
4.  Please no frozen meals that need extra time to cook.
5.  Please supply any special serving dishes or utensils that may not be available in our kitchen.
6.  Be sure to put your name on any returnable items.



I.  Volunteer Responsibilities (continued)

	C.  Dinner Hosts

** Should arrive at church at 5 p.m., and will leave at approximately 7 p.m. when the Evening Hosts arrive. **

1.  Set appropriate number of tables in Fellowship Hall (probably two or three 8-foot tables).
2.  Put tablecloths/placemats and centerpieces on tables.
3.  Put baskets of silverware, napkins, salt & pepper on tables.
4.  Check menu to make sure all of the dinner has arrived.  (If not, please call designated person for the congregation assigned as Food Preparers.)
5.  Greet guests in parking lot when bus arrives (approx. 5:30 p.m.).
6.  Call guests to dinner – have prayer or ask children to offer the prayer.
7.  Serve from the kitchen counter.
8.  Immediately after dinner, assemble lunch items (lunch bags, markers, food and drinks).  Guests are to make lunches for the next day.  Please encourage them to do so following dinner.  (May want to pack leftovers from dinner.)
9.  Clean up – guests may help.
10.  Any extra food after lunches have been packed, encourage volunteers to take home.



	D.  Evening Hosts Responsibilities

** Evening hosts should arrive at least by 6:30 p.m., and stay until 9:00 p.m. when Overnight Hosts arrive. **

1.  Assist with dinner clean up if needed (first priority is being with guests).
2.  You will be informed of any planned activities; otherwise, participate in leisure activities with guests and children (games, videos, board games, art projects, etc.).  During warm months, children may play with supervision outdoors.
3.  Children should be with you at all times.  (Encourage parents to be with their children as well.)
4.  Please stay until the Overnight Hosts arrive at 8:30 p.m.
5.  Make any entries into logbook as needed.



I.  Volunteer Responsibilities (continued)

	E.  Overnight Hosts

** Overnight Hosts should arrive at church no later than 8:30 p.m. **

** Please bring your own sleeping bag or bed linens, blanket, pillow and alarm clock. **

1.  Arrive and greet the guests.
2.  As needed, help the Evening Hosts with any cleanup duties.
3.  Participate in evening activities as appropriate.  You do not need to entertain the guests.
4.  Children go to bed at 9 p.m.; lights out is at 10 p.m.
5.  There will be two Evening Hosts at First UCC each night, one of which will be from First UCC.  They will sleep a) in the Parlor on the first floor, and b) in the room next to the Choir Room on the lower level (right-hand side of the hall).
6.  Coordinators will notify the Fire/Police Departments regarding the number of guests.
7.  At 5:30 a.m. Monday – Friday, begin to wake up the guests.  On Saturday and Sunday, wake guests at 6:30 a.m.  DO NOT enter their rooms.  Knocking at the doors and announcing the time is sufficient.
8.  Continue to knock and announce the time every 15 minutes.
9.  Make coffee and prepare the morning breakfast.  (Very simple – juice, cereal, muffins, etc.)  It is helpful to prepare kitchen cart with dishes, cereal, muffins, etc. in the evening.)
10.  Help guests with breakfast.  Lunches should be ready from the night before.
11.  See that all guests are ready to catch the bus at 6:15 a.m. Monday – Friday, and 7:30 a.m. Saturday and Sunday.
12.  After guests have left on the bus, clean up after breakfast.
13.  Perform any needed cleanup and restocking as needed.
14.  Make any entries into logbook as needed.
15.  Lock up, take off, and have a wonderful day.



I.  Volunteer Responsibilities (continued)

	F.  Sunday Morning Cleanup and Teardown

** Sunday Cleanup crew arrives at 8 a.m. and needs to finish cleanup by 9:30 a.m.
 
1.  Guests are to strip the beds and place dirty linens into plastic bags outside each room.  (One bed’s linens per plastic bag makes it easier to sort for laundry.)
2.  Wipe down plastic-covered pillow covers and mattress pads with disinfectant.  Spray beds with disinfectant.  Allow to dry fully before storing.
3.  Roll all beds into last Sunday School Room at the end of the hall (left-hand side).
4.  Remove alarm clocks, etc., and store them in the IHN Storage Room (near the end of the hall, right-hand side).
5.  Sweep/vacuum guest room floors and downstairs hallway.
6.  Restock items in bathrooms as needed.
7.  Bathrooms:  empty trash, wipe out sinks and shower stalls, restock paper towels and toilet paper, mop floors.
8.  Make any entries in logbook as needed.


II.  Supplies

** Please put a note for needed supplies in the logbook. **

Most IHN supplies are located in the IHN Storage Room, located on the lower level, second-to-last room on the right hand side of the hallway.  You can find OTC medicines, diapers, toiletries, extra linens, cleaning supplies, and portable cribs here.

A first aid kit is located in Fellowship Hall.


III.  Security

Overnight Hosts:
Please make sure all doors are securely locked before retiring for the evening.  Any concerns, please note in the logbook.



FIRST UCC COORDINATORS

PRIMARY COORDINATORS
Linda Krebs			513-702-0564		lkrebs_3993@fuse.net
Dan Weyand-Geise		513-317-2064		danweyandgeise@cinci.rr.com


CONGREGATIONAL PARTNERS

BOY SCOUTS
Dennis Meyer			513-235-9919

COLLEGE HILL PRESBYTERIAN
Jan Osborn			513-479-5182		jk_osborn@yahoo.com
				513-961-7723
Jan Scheyer			513-305-0667		jscheyer@hotmail.com

FIRST BAPTIST
Djuana Youngblood		513-542-0511		mizbbomb@aol.com
Mary Murrell			513-681-1141		mary1191@fuse.net

GRACE EPISCOPAL
Mary McLain			513-541-8509		maryemclain55@gmail.com

ST. CLARE
Sr. June Casterton		513-608-6071		jcasterton@fuse.net
Sr. Mary Jacinta Doyle				jacintadoyle@fuse.net

WEEK OF JAN. 3 – 10

SUNDAY, JAN. 3:  		FIRST UCC

MONDAY, JAN. 4:  		ST. CLARE

TUESDAY, JAN. 5:  		BOY SCOUTS

WEDNESDAY, JAN. 6:  	COLLEGE HILL PRESBYTERIAN

THURSDAY, JAN. 7:  		FIRST BAPTIST

FRIDAY, JAN. 8:  		GRACE EPISCOPAL

SATURDAY, JAN. 9:  		FIRST UCC


IHN HOSTING SCHEDULE FOR 2010
COLLEGE HILL



JANUARY 3 – 10		FIRST UNITED CHURCH OF CHRIST

MARCH 21 – 28 		FIRST UNITED CHURCH OF CHRIST

JUNE 20 – 27			COLLEGE HILL PRESBYTERIAN

SEPTEMBER 19 – 26		COLLEGE HILL PRESBYTERIAN


** All dates are Sunday night through the following Sunday morning. **



GENERAL GUIDELINES FOR IHN VOLUNTEERS

Thank you for taking part in this important ministry.  Your cheerful and respectful welcome to our guests will make a genuine contribution to a successful program.

*	Acquaint yourself with the First UCC Hospitality Code, found on the next page.

*	The Primary Coordinators will review these guidelines with our guests when they first arrive at First UCC, and all volunteer hosts need to know and uphold them.  Our guests are expected to comply with these Guidelines and volunteer hosts are expected to do likewise.

*	Review the emergency procedures and know where the emergency exits are located.  Emergency phone numbers are posted in the Kitchen.  Make sure that you can locate them.

*	Review the job description for the job you have volunteered to do.  At times we may be short-handed, so it may help to also review the jobs of the people that you are serving with or who will follow you, in case you are asked to “pitch in.”

*	Wear your name tag at all times, so that our guest can easily identify you.



FIRST UCC HOSPITALITY CODE

1.  We all like to be called by name.  Please make an effort to learn the names of our guests, and call them by name.

2.  Labeling people creates invisible barriers.  Remember to say “our guests,” not “the homeless.”  Whether spoken or posted on a sign, labeling creates an automatic “us” and “them” syndrome.

3.  Personal questions can be tough to answer, so do not create an awkward situation for our guests by asking personal questions.  Our guests may need to talk.  Give them the chance, but do not pry.

4.  Never assume that a guest cannot hear you.  Do not discuss a guest’s situation with other people.  Convey information than an incoming host may need to have in a manner that is respectful of the guest.

5.  Everyone can use a little privacy.  Our church becomes a temporary home for our guests.  Always knock before entering a guest’s room.  Sometimes a person needs to have some time alone.  Respect a guest’s need for quiet time by themselves or with family.

6.  We all have bad days.  Depression, sadness and hopelessness may come.  Allow guests space to deal with their emotions.  Be prepared to forgive outbursts without judging the guests as ungrateful.

7.  We understand and care for our children.  Allow our guests to do likewise.  Avoid contradicting a guest’s instruction to their children.  Always ask a parent’s permission before giving anything to a child.

8.  Parents need a break.  Offer to watch over a baby; tutor, play with or plan activities for interested children while their parents take a break.  Be sure, however, that you are either in visual contact with the parent or that another adult is present.  Do not put yourself in a position where you are alone with a child.

9.  Adult guests are to be treated like adults.  Because our guests are in a situation that may require them to be dependent on others does not mean that they are not grown up and able to make their own decisions.



IHN GUEST GUIDELINES FOR FIRST UCC


These guidelines will be reviewed with each guest when he or she first arrives at First UCC.  They are posted on the bulletin board in Fellowship Hall and in each guest sleeping room.

1.  The Interfaith Hospitality Network (IHN) is a drug-free and alcohol-free environment.  Guests much remain substance-free while in the program.  Anyone under the influence of alcohol or drugs will not be accepted into IHN or First UCC.

2.  No weapons or things that can be used as weapons are permitted onto the property of the day center or any host congregation.

3.  There is no smoking in any IHN building.  Guests may smoke outside the main sanctuary under the carport until 10 p.m.  Smoking is not permitted after that.

4.  For the safety of children and other guests, all prescription medication will be stored in the Kitchen.  Hosts will not dispense drugs or other medication.  Guests are to ask for the medication as needed.

5.  Volunteers and other guests are to be treated with respect and courtesy.

6.  Guests are expected to provide a nurturing environment for their children.  They are not to leave them unattended at any time.

7.  IHN and the hosts are not responsible for lost or stolen items.

8.  Anyone with a contagious disease or illness will be asked to leave until the period of contagion is over.

9.  No visitors are allowed at any host congregation.  Only those persons listed on the intake form may stay at the host congregation.






FIRST UCC GUIDELINES FOR GUESTS
[NOTE: THIS PAGE TO BE POSTED]

1.  Guests are welcomed in the following areas:
	* Main floor of the church:  Fellowship Hall and Kitchen, Youth Room, Nursery, Sanctuary, Narthex (front lobby), and Bathrooms.
	Note:  kitchen is off-limits to children, except when accompanied by a parent.
	* Lower level of the church:  Assigned Guest Sleeping Rooms, Hallways, Bathrooms.

All other areas of the church are designated for other purposes.  The guest entrance is through the double doors on Glenview Ave.  Other exits are for emergency exits only (or limited access for smoking).

2.  Guests are to assist with housekeeping duties, including keeping the common areas clean and cleaning up after meals.  Duties include wiping off tables, high chairs and placemats; sweeping the floors and cleaning up spills; and bringing dirty dishes to the kitchen.

3.  A telephone is available in the Fellowship Hall for guests who must make phone calls.  You may use the telephone when necessary to arrange for housing, to contact family, etc.  Please make your calls as brief as possible.

4.  Food is kept only in the Kitchen.  Dinner is served in the Fellowship Hall.  Snacks may be eaten only at the tables in the Fellowship Hall.  If baby formula is needed during the night, please be considerate of other guests and the Overnight Hosts.  Food is not permitted in the sleeping rooms.

5.  Parents are responsible for the care and supervision of their children.  Children must be visible to their parents at all times.

6.  Bedtime is 9 p.m. for children and 10 p.m. for adults.

7.  If you require emergency attention and cannot care for your children, the second parent must stay with the children.  If you are a single parent going to the hospital, there are emergency procedures to follow, which the volunteer can find in the Emergency section of the Log Book.  Before a volunteer can transport a guest to a hospital, you must sign a waiver releasing the volunteer from any responsibility in case of an accident while transporting you.

8.   The location of First United Church of Christ as an IHN site is considered confidential during hosting weeks.  Please do not reveal it to anyone who may threaten this facility or the guests.



SAFETY PROCEDURES

The official “Interfaith Hospitality Network of Greater Cincinnati, Medical Emergency Policy & Procedures” document from 2008 is included as Appendix A in this Handbook.  This document is currently under revision.  The essential information is summarized below.

Fire

Learn the location of all the exits when you are on First UCC grounds for the first time.  (Guests also will be oriented to these exits when they first come to First UCC.)

If the alarm sounds:

1.  Evacuate the building.  Everyone is to go to the front parking lot.

2.  Call 911.
	* Call from a landline, if this can be done safely.
	* From a cell phone, if necessary.  Note that the 911 system may not be able to determine your location if you call from a cell phone, so do not hang up!  Provide directions to the church and remain in contact with the 911 operator until emergency equipment arrives.
	* Give your location as First United Church of Christ, 5808 Glenview Ave. in College Hill.  The church phone number is 513-541-7302.

3.  Take attendance.

4.  Proceed to the church’s front parking lot.

5.  Call the IHN Coordinator on duty.

6.  If the emergency will be long-lasting, contact the IHN Center Staff at the on-call emergency number, 513-325-4547.  Otherwise, a phone call in the morning to the regular office number (513-471-1100) is sufficient to give information on what has happened.

7.  Re-enter the church only when it has been cleared and approved by the Fire Department.


Medical Issues

For minor injuries, there is a First Aid Kit in Fellowship Hall.




SAFETY PROCEDURES (CONTINUED)

Medical Issues (continued)
If a guest has a medical emergency:

1.  If the guest’s medical emergency is life-threatening, or there is the possibility of serious harm caused by medical condition, call 911 immediately and get the guest to the hospital immediately via an ambulance.  When in doubt, call 911.  Inform the response team that we prefer University Hospital.

* Call from a landline, if this can be done safely.
* From a cell phone, if necessary.  Note that the 911 system may not be able to determine your location if you call from a cell phone, so do not hang up!  Provide directions to the church and remain in contact with the 911 operator until emergency equipment arrives.
* Give your location as First United Church of Christ, 5808 Glenview Ave. in College Hill.  The church phone number is 513-541-7302.

If someone else calls 911, they should notify a host.  In a true emergency, anyone may need to take quick action and dial 911 on the nearest phone.  However, if the call is made by a fellow guest, someone should immediately notify one of the volunteer hosts on duty.  The volunteer needs to be notified: a) so that appropriate IHN care can be provided and processes followed, and b) so that someone familiar with the church can be on hand to assist emergency medical personnel in accessing the facility.

2.  If the guest is NOT in immediate danger but does need medical assistance, then call the IHN person on call (513-325-4547) and have that staff member walk through the situation with the guest over the telephone.  It can be a difficult judgment call as to when emergency medical attention is needed.  Many of our guests may not have primary care physicians, and may be accustomed to using emergency rooms as their only source of medical care.  When in doubt, err on the side of getting the person to the medical care system.

If a guest needs medical attention but it is not an emergency that requires calling 911, have the family take a cab to the hospital emergency room.  IHN has an account with Towne Taxi (513-761-7700), and the cost will be covered by IHN.  DO NOT transport guests needing medical attention in personal cars.  There are liability issues involved in medical situations that we simply are not able to cover.  If there is any doubt about whether a taxi or an ambulance is needed, call 911 and have the emergency medical personnel make the decision.

3.  When a guest goes to the hospital, whether by ambulance or taxi, the following guidelines should be followed.

Guests should manage their own care when possible.  As much as possible, adult guests should be allowed and encouraged to manage their own medical care and to make their own way in the medical system.  The IHN person on call (513-325-4547) can help them negotiate with authorities if any questions arise at the hospital, either in the middle of the night or the next day.

SAFETY PROCEDURES (CONTINUED)

Medical Issues (continued)
University Hospital is preferred, when possible.  The guest should be supported in asking to be taken to University Hospital, if possible, as they have been advised by IHN.  This is because University Hospital is best prepared for such situations.  However, in a life-threatening situation, emergency medical personnel may be required to take the person to the nearest capable hospital and, in any case, they may have their own procedures which require the person to be taken someplace other than University Hospital.

Keep hosts informed.  Guests should be reminded to keep the volunteer hosts on duty informed at the church as they progress at the hospital.  They should call the IHN person on call (513-325-4547).

Cab fare to return is available from hospitals.  Within Hamilton County, all hospitals receive some funding to support indigent care through the Indigent Care Levy.  This includes support to provide cab fare for patients discharged and returning to home, which in this case is the hosting church.  Some hospital personnel may not immediately be aware of this responsibility, in which case the guest may need to insist on speaking with a social worker or other person on duty in order to obtain this cab fare.  (Note:  The closest hospital to First UCC is Mercy Mt. Airy, 2446 Kipling Ave., 45239.)

4.  Handling issues with children (when they are not the ones who are sick):
	a.  If there are two parents in the family and one parent is going to the hospital, have the second stay behind with the children.
	b.  If a single parent is going to the hospital, the preference is for the children to go with the parent to the hospital.  Hospitals have procedures in place to care for children in emergencies while a parent is being treated.
	c.  In some cases, these preferred practices are not possible.  For example, although some ambulance personnel will transport accompanying children to the hospital in the ambulance with the patient, some may not.  In that case, the child(ren) should stay at the church in the custody of the hosts until other custodians can arrive to take care of them.  (Children cannot be left in the custody of other guest parents, no matter how friendly the relationship between the guest families.)
	* If possible, ask the adult guest involved to call his/her listed Emergency Contacts to come and take custody of the child(ren).
	* If that is not possible, consult the Emergency Contacts listed on the official IHN census form for the family involved.
	* Call the guest’s Emergency Contacts and have them come to the church to pick up the child(ren).  When they arrive, ask for picture ID (usually a driver’s license) to verify that they are the individuals listed as Emergency Contacts.  (Make sure they understand that the people listed cannot name and send substitutes.)



SAFETY PROCEDURES (CONTINUED)

Medical Issues (continued)
* If the Emergency Contact is unreachable or unable to pick up the child(ren) or if for any reason you cannot release the child(ren) to their custody, call the IHN person on call (513-325-4547).  That person will call Children’s Services (513-241-KIDS) and, if necessary, someone will come to take custody of the child(ren).

5.  Notifying IHN.
If emergency medical care situations progress smoothly, there is no need to contact IHN until the following morning.  Noted above are specific issues for which it may be helpful or necessary to contact the IHN person on call while things are happening.  Obviously, if the family has not returned from the hospital and will not be on the bus to the Day Center in the morning, IHN should be informed early the next morning as to where they are.  The fact that emergency medical procedures were followed can be a part of a normal report the next day to IHN.




FIRST UCC
IHN MINISTRY ORGANIZATION

First UCC is one of more than 20 host congregations that participate in the Interfaith Hospitality Network of Greater Cincinnati.  Host congregations provide shelter and meals for homeless families who are selected through a screening process by the staff at the IHN Center in East Price Hill.


ORGANIZATION
Primary Coordinators – Supervise the IHN Ministry of First UCC and are the liaisons to the IHN of Greater Cincinnati.  The Primary Coordinators enlist and work with assistant coordinators who manage particular aspects of the program and assist with volunteer recruitment, training, scheduling and support.

Assistant Coordinators
Evening Host Coordinator – Recruits, schedules, and supervised volunteers from First UCC and other College Hill churches to serve as evening hosts for support congregation volunteers.  Evening hosts answer questions and help resolve any problems that may occur.

Meal Preparation/Dinner Host Coordinator – Recruits, schedules, and trains meal preparation and dinner host volunteers; oversees menu planning for the IHN hosting week to avoid duplication and to ensure that meals are well-balanced.

Activities Coordinator – Recruits, schedules, and oversees volunteers who direct activities for children during the Activities Period.  May plan special events, arts-and-crafts activities, and age-appropriate movies.  Supervises the condition and appropriateness of all IHN toys, games, etc., and works with Food & Supplies Coordinator to attain replacement toys/games.

Overnight Coordinator – Recruits, schedules, and trains volunteers who have overnight responsibility for the guests.  Contacts the support congregation coordinators to make certain that there are overnight hosts every night of the IHN hosting week.  Provides the names and contact information for each overnight host to the Primary Coordinators.

Communications Coordinator – Writes articles about the IHN ministry for the church bulletin, electronic mail and newsletter.  Makes announcements at worship services regarding volunteer opportunities during the IHN hosting week.

Food & Supplies Coordinator – Keeps needed items in stock by purchasing or securing donations of food staples, paper products, toys and games, linens, cleaning supplies, baby needs, and other items for the IHN hosting week.  Coordinates cleaning of Kitchen at end of hosting week.



FIRST UCC
IHN MINISTRY ORGANIZATION (CONTINUED)

Laundry Coordinator – Recruits and supervises First UCC volunteers who, after an IHN hosting week, wash the towels, sheets and blankets used during the IHN hosting week.

Set-up and Take-down Coordinator – Recruits, trains, and supervises First UCC volunteers who set up the sleeping accommodations and restrooms at the start of the IHN hosting and restore these to their pre-hosting condition at the end of the IHN hosting week.

Support Congregation Coordinator – Each support congregation has a coordinator who recruits volunteer Meal/Dinner Hosts, Activities Hosts, and Overnight Hosts from their respective congregations to participate in the IHN hosting at First UCC on their assigned day of the IHN hosting week.



FIRST UCC
IHN MINISTRY ORGANIZATION (CONTINUED)

Primary Coordinators

The Primary Coordinators supervise the IHN Ministry of First UCC and are the liaisons to the Interfaith Hospitality Network of Greater Cincinnati.  The Primary Coordinators:

	* Recruit volunteers from First UCC and other College Hill churches to manage particular aspects of the IHN ministry.
	* Assist with volunteer training and scheduling.
	* Receive the census of guests from the IHN Day Center and distributes to assistant coordinators as needed.  Note:  the IHN Day Center has responsibility for distributing the census to the Support Congregation Coordinator.
	* Welcome IHN guests on the first day of the IHN hosting.
	* Provide an orientation session for IHN guests when they first arrive at First UCC.
	* Remain on-call during the IHN hosting week to solve problems and make decisions.
	* Respond to emergencies by putting into place the IHN Medical Emergency Policy and Procedures as the situation warrants.
	* Keep First UCC and the Support Congregation Coordinators informed about IHN.
	* Act as liaison to the IHN Network Director.
	* Serve on the Network Committee.


Evening Hosts

Evening Hosts are volunteers from First UCC who are familiar with the church facilities.  They can answer questions and help resolve problems that may arise.  They are the primary liaison from First UCC to the Support Congregations, welcoming and supporting the volunteers and IHN guests as they arrive at First UCC and socializing with guests and volunteers during the evening meal.  Evening Hosts are to arrive at First UCC no later than 6:30 p.m. and stay until they have completed their duties with the Overnight Hosts as described below.

1.  Nametags
	* Upon arrival at First UCC, review the posted list of the IHN guest families for the respective family nametag color codes.
	* Ensure that you, the guests and all volunteers wear nametags.
	* Make sure that everyone on the premises is a guest, volunteer from First UCC or a Supporting Congregation.  For security purposes, if you see a stranger, make sure he or she fits into one of those categories.



FIRST UCC
IHN MINISTRY ORGANIZATION (CONTINUED)

Primary Coordinators (continued)

2.  Meal Preparation and Dinner Hosts
	* Be sure the Fellowship Hall is ready for volunteers unloading food into the kitchen by 5:00.
	* Welcome volunteers and, as needed, help familiarize them with the Kitchen and Fellowship Hall.  Help them locate tools, dishes, napkins and other supplies.

3.  Welcoming Guests
	* When the IHN bus arrives, great the IHN guests and help them as needed. 
	* If any new families have been added to the census, the Primary Coordinator will spend time to orient them and review the Guidelines, so that the Evening Host can focus on his or her responsibilities.  New families will probably need extra attention throughout the evening as they get oriented.
	* Ask the Dinner Hosts when dinner will be ready to serve.  If there will be a delay of more than five minutes after the bus arrives, you might suggest to guests that they relax in the Youth Room, Narthex, bed rooms or Fellowship Hall.
	* Once dinner is ready, gather everyone in a prayer circle in Fellowship Hall.  Introduce yourself, identify and thank the congregation responsible as Supporting Congregation that evening, and introduce any volunteers who have already arrived.  You might ask one of the Dining Hosts to review what is available for dinner.  Then ask for a volunteer to say a brief prayer or provide one yourself.  Remember that not all of our guests may be Christians and remember that we are praying with our guests and not for them – in other words, “they” are part of “us.”

4.  Activities Time
	* When the Activities Hosts from the Supporting Congregation arrive at First UCC, welcome them and familiarize them with the building.

5.  Transition to Overnight Hosts
	* When the Overnight Hosts arrive, give them a report on how things are going and any unusual incidents or factors of which they should be aware.
	* Make sure the Overnight Hosts are familiar with all that they need to know, including:
		~ the location of the guests’ and hosts’ sleeping quarters
		~ the location of all exit doors and how to lock the doors, the location of the First Aid Kit (Fellowship Hall), and list of emergency contacts (Kitchen)
		~ the security and fire evacuation procedures
		~ the location of the Logbook, including census and emergency contact information




FIRST UCC
IHN MINISTRY ORGANIZATION (CONTINUED)

Primary Coordinators (continued)

6.  Emergency Procedures
	* As the representative of First UCC, you are the expert on emergency procedures.  Be sure you are familiar with them and make sure the Overnight Hosts are familiar with them before you leave.

7.  Final Checks
	* Check the breakfast and lunch food and paper supplies.  If food or supplies are low, contact the Food and Supplies Coordinator immediately to restock.
	* Check the condition in the Kitchen and Fellowship Hall before leaving and have any situations corrected as needed.  Make sure coffee pots are turned off and the water lines.
	* Send an email report to the Primary Coordinators that evening or early the next morning with any information you think should be included in the next morning’s report or any items that should be brought to the attention of the maintenance team.


Dinner Hosts
Because the IHN bus can arrive at First UCC as early as 5:15 p.m.,  Dinner Hosts need to arrive no later than 5:00 p.m.
	* Upon arrival at First UCC, the Dinner Hosts check the posted list of IHN guest families and familiarize themselves with the guests’ names.
	* Put on nametags.
	* Get the meal ready to serve buffet style, including heating food items to be served hot, putting items in serving dishes with utensils.  Set up table with dishes, drinking cups, and flatware.  Set up tables in Fellowship Hall with placemats and napkins.  Check to see that high chairs are available as needed.
	* Prepare hot and cold drinks.
	* Make sure the food delivered is sufficient in quantity for all present:  the IHN guests, Evening Hosts, and (of course) the Dinner Hosts.  If the food quantity is insufficient, prepare back-up food supplied in the Kitchen.  If there are babies/infants, check for baby food and formula.
	* Greet the IHN guests as they arrive in Fellowship Hall for the evening meal.
	* Invite the IHN guests and all volunteers to come together for a thanksgiving prayer before the meal.
	* Join with the IHN guests in enjoying the evening meal.
	* When all have finished the meal, organize the cleanup.  Parents and Dinner Hosts together clean tables, sweep floors, wash the dishes and put away any dinner leftovers.
	* IHN guests should pack lunches for the following day immediately after dinner.  Encourage guests to take leftovers from the meal.
	* Activities Hosts must be present before the Dinner Hosts may leave.
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Meal Preparation Hosts
Since we often have new people preparing the various components of meals for IHN guests, what follows is a guide to help meal preparers know how much and what to prepare.
	* IHN meals should be tasty, filling, nutritious dishes that you would serve to friends and family.
	* This is the main meal of the day for the IHN guests.  They look forward to it, and often arrive eagerly asking, “What’s for dinner?”
	* It’s your choice.  Think of what would be a treat.  What were your kids’ favorites?  What do you make for family gatherings?  What do you think of as “comfort food”?
	* Don’t assume diet or school cafeteria portions.  For adults, figure on at least six ounces of meat per person (2-3 pieces of fried chicken), ½ to 2/3 cup of vegetables (peas, corn, green beans, etc.), ¾ to 1 cup of starch (macaroni and cheese, mashed potatoes, etc.), 2 cups of a casserole meal, ½ to 1 cup salad, 1-2 rolls or pieces of bread, 2-inch slice of cake or 2 ½-inch square, 1 cup ice cream with toppings or sprinkles.  (Homemade cookies are a treat too!)
	* Besides the IHN guests, plan to include the Evening Hosts and Dinner Hosts in the number of portions to prepare.
	* Plan to have the food all ready to serve.  Do not assume that the Dinner Hosts will arrive early enough to cook or prepare the meal.
	* If possible, bring disposable plastic containers with lids that the guests can use to save and transport leftovers for lunch the following day.  Take your own baking pans and casserole dishes home with you or make arrangements with the Dinner Hosts to return them to you.

See “Food, Glorious Food” in the Appendix for more advice and ideas.


Activities Hosts
The overall goal for the Activities session is to encourage better parenting skills.  Therefore, activities need to focus on interaction between IHN parents and their children.
	* Arrive at First UCC at 6:30 p.m., in time to set up activities and to greet the IHN guests as arrive for activities after dinner (usually around 7 p.m.).
	* Put on nametags.
	* Choose activities you enjoy doing and that will appeal to a wide age range.
	* You are welcome to use materials in the IHN storage room.
	* For any special activities, you will need to bring all the supplies necessary.  Please note that we can be hosting as many as 16 persons, including parents and children.
	* You need to involve the IHN parents in your activities.  Please get parents’ permission before engaging their children.
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Activities Hosts (continued)
	* Some activities that have been successful in the past include:
		~ face painting
		~ puppets
		~ bingo
		~ Go Fish or other card games
		~ Blowing bubbles
		~ Nail painting (for teen or little children – note that sometimes parents do not want little boys to participate)
	* Always check with a parent if a child asks for a snack.  Food items are not allowed in the guest sleeping areas.
	* The Overnight Hosts must be present before the Activities Hosts may leave.

Overnight Hosts
The Overnight Hosts have responsibility for the IHN guests from 9 p.m. until the guests board the IHN bus the next morning.  Upon arrival, the Overnight Hosts are to check in with the Evening Hosts for updates on the number of families and news of the day.  Overnight Hosts should arrive at First UCC no later than 8:45 p.m.  At least one of the Overnight Hosts will be from First UCC.

Evening
	* Upon arrival, put on your nametag.  After checking in with the Evening Hosts, introduce yourself to the IHN guests.
	* Please bring your own sleeping bag or blanket, sheets, pillow and alarm clock.
	* Always check with a parent if a child asks for a snack.  (Note:  All snacks are to be consumed in Fellowship Hall.  Food items are not allowed in the guest sleeping areas.
	* Bedtime is 9 p.m. for children and 10 p.m. for adults.
	* Leave lights on in the lower level hallway by the guests’ sleeping rooms.
	* Make sure that all exit doors are locked before you retire.

Morning
* At 5:30 a.m. Monday – Friday, begin to wake up the guests.  On Saturday and Sunday, wake guests at 6:30 a.m.  DO NOT enter their rooms.  Knocking at the doors and announcing the time is sufficient.
* Continue to knock and announce the time every 15 minutes.
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Overnight Hosts (continued)

* In the morning, set out breakfast in the Fellowship Hall and make coffee.  Breakfast consists of cold cereal, toast, muffins, coffee, juice and milk.  Please help children if you can.  This is a hectic time of day for our IHN guests.  A cheerful word to start the day is always appreciated.
	* IHN guests are to clean up after breakfast.
	* Remind guests to take their lunches and to check their rooms for forgotten items.
	* Have guests place any bed linens soiled during the night in one of the IHN hampers located in the lower level hallway.  Clean linens are stored in the IHN Storage Room (end of lower level hallway, right-hand side).
	* Guests are required to meet the bus at the entrance on time, so help remind them when the scheduled arrival time is imminent.  The bus arrives at 6:15 a.m. Monday – Friday, and 7:30 a.m. Saturday and Sunday.
	* The Overnight Hosts are responsible for giving the medical box to the bus driver.  This job may not be given to a guest.

After the Bus Leaves
	* Before you leave, be sure the tabletops in Fellowship Hall and Kitchen counters are clean.
	* Check all guest sleeping rooms to make sure that windows are closed.
	* Close guest sleeping room doors.
	* Please note any information you think should be included in the morning’s report or any items that should be brought to the attention of the maintenance team.

Food and Supplies Coordinator

Purchases or solicits donations of supplies and food for each IHN hosting.

1. Maintain the following inventory of supplies and food for breakfast, lunch and snacks during IHN hosting:
	* 2 to 3 gallons of milk
	* Kool-Aid, lemonade, fruit drinks, and some soft drinks for dinner and snacks
	* 6 loaves of white bread
	* 6 packages of cookies
	* Small bags of variety of chips
	* Juice boxes (real juice, boxes not pouches) – for packing lunches only
	* Fresh fruit – bananas, apples, grapes, oranges
	* Lunchmeat – variety of bologna, ham, turkey, etc.
	* Cheese slices – get a variety
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Food and Supplies Coordinator (continued)

	* 1 jar peanut butter
	* 1 jar jelly
	* 1 tub butter or margarine
	* 1 jar Miracle Whip (not mayonnaise)
	* Hot sauce, ketchup, mustard, sugar, salt, artificial sweetener
	* 1 box each cold breakfast cereal:  Fruit Loops, Frosted Corn Flakes, Cheerios
	* Coffee (caffeinated and decaffeinated)
	* Snack food – popcorn, popsicles, etc.

2.  Emergency food for extra guests, when the quantity provided is inadequate, when some or all of a meal is not delivered.
	* Macaroni and cheese, boxed or frozen
	* Extra canned vegetables
	* Packaged tuna
	* Cans of soup

3.  Sundry supplies
	* Trash bags, wastebasket size and trashcan size
	* Boxes of tissues for each sleeping area
	* Paper products:  napkins, place mats, plates and bowls used for breakfast	
	* Hand soap for bathroom
	* Diapers:  a package of various sizes – for emergency use only
	* Sanitary napkins – for emergency use only
	* Cleaning products as defined by Setup-Takedown Coordinator
	* Night lights
	* Alarm clocks for all sleeping areas

4.  Arrange for the disposition of unused perishable foods at the end of the IHN hosting.


Laundry Coordinator

Collect, clean and put away all IHN laundry after every IHN hosting.  Maintain an adequate supply of sheets, towels and blankets for IHN guests.

1.  After each IHN hosting, the soiled laundry in each sleeping area is to be placed in plastic trash bags and stored for pickup by the IHN laundry team.
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Laundry Coordinator (continued)

2.  All soiled laundry is to be washed with detergent in hot water with cold rinse, and then dried on high or the “cotton” setting in order to ensure that any germs and parasites such as bed bugs or lice are destroyed.
3.  Any laundry items deemed to be too soiled (i.e., vomit or diarrhea) are to be disposed of immediately in the dumpster.
4.  If sheets, towels or blankets show a lot of wear and blanket blinding is coming off, these items need to be thrown out and replaced.
5.  After the IHN laundry has been cleaned and folded, it is to be packaged in plastic bags in the IHN Storage Room
6.  Each bag will contain:
	* One set of sheets
	* One blanket
	* One hand towel and washcloth
	* If available, also add the following toiletries:
		~ One toothbrush
		~ One tube of toothpaste
		~ One hand soap and hand lotion
7.  Once packaged, these bags are to be stored in the IHN Storage Room.

Note:  There is a huge amount of laundry after each IHN hosting.  It is best if there are two teams of 2-3 volunteers doing the laundry in order to minimize the laundry tasks for each volunteer, and allow volunteers to not have to do the laundry after each hosting.

Setup and Takedown Coordinator

The Setup and Takedown Coordinator ensures that a safe, appropriate and hospitable environment is provided for our guests.  This includes:

1.  Recruiting volunteers to assist on the relevant Sunday mornings in the intense turn-over activities involved in providing an IHN hosting week and returning the building to “normal” at the end of the week.  (See Checklists.)
2.  Leading and supervising the work of these volunteers.
3.  Providing a check of the facility during the week.
4.  Responding to the changes in the guest census as they may occur during the week.
5.  Advising on any facility-related issues that may occur, including needs to upgrade or supplement our equipment before the next hosting week.



CHECKLISTS

Evening Host Checklist

Nametags
____	Nametags for all
____	All people on premises known to you (no strangers hanging around)

Meal Preparation and Dining Hosts
____	Open door for Dining Hosts and welcome them
____	Help Dining Hosts know the facility
____	Know organization of kitchen and cleaning supplies

Welcoming Guests
____	Welcome guests at entrance when bus arrives
____	Coordinate with Dining Hosts to know when dinner will be ready
____	Coordinate the prayer circle when dinner is ready

Activities Time
____	If necessary, familiarize Activities Hosts with supplies and space available

Transition to Overnight Hosts
____	Give Overnight Hosts a report on the evening so far
____	Make sure Overnight Hosts are familiar with what they need to know, including emergency procedures and how to lock the doors

Emergency Procedures
____	Know the procedures

Final Checks
____	Any food or supplies needed to restock?
____	Send report to Primary Coordinators
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Overnight Host Checklist

Evening
____	Introduce yourself to guests
____	Hear report from Evening Hosts before they leave
____	Make sure lunches are packed
____	Verify scheduled bus arrival time in morning and confirm wake-up time needs of guests
____	Encourage guests to retire at appropriate times
____	Lock-up doors

Morning
____	Wake up guests as needed
____	Set out breakfast foods and make coffee
____	Remind guests to take their packed lunches
____	Help guests catch the bus on time
____	Transfer medical box to bus driver

After the Bus Leaves
____	Guest sleeping rooms with windows and doors closed?
____	Give oral report to one of the Primary Coordinators

Emergency Procedures
____	Know and understand all procedures and equipment
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