BACKSTAGE TEAM PREP SHEET

This is a sample checklist that is provided to the “BackStage” team for an outreach event. It allows each person or team to work fairly independently without a lot of guesswork or need to check in with the coach or leader for that event. Once these teams are trained on basic outreach preparation and principles, these guidelines and abbreviated notes make sense.

This team starts out the morning with a brief 5-10 minute explanation of the day’s outreaches and a prayer for those who will be coming to participate and those who will be effected by their efforts that day.
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Hospitality

(All hopsitality stuff is now on the black cart, stored in the Outreach storage room. The Outreach Room off the Atrium is being remodeled, so we can no longer use that. Just consider the black cart the Hospitality cart, and we'll keep everything you need stored on there when we're finished.)
· Start Coffee and set up coffee bar with cut muffins, cups, lids, coffee sign, napkins

· Set up Sign in table
· Bring out table signs, tablecloths 

· Put registration sheets at each table, with dates, outreach name, and suggested # of ppl

· Put outreach hotline cards at each table
Behind the Scenes 

· Set up sound equipment


· Set out tabletop descriptors for today's outreaches on each table (remember priority order)

· Put banners around tables

· Yellow bags - do last and just keep them on one of the gray utility carts, parked by the table
· Trash pick up golf bag

· 2 window washing kits. I think we have longer ones w/extended handles that would be best.

· 4 Aprons, 1 cleaning bucket w/hand sanitizer for Mall Outreach

· 6 rakes, 8 pairs of work gloves for leaf raking outreach

· 3 Restroom cleaning kits

Supply Prep Coordinator

Stuff to Gather





· Supply cart w/tape dispensers, pens, etc.
· OR Cards

· # of business blast candy bags: 7
· Outreach Prep Station signs (on Hospitality cart)
· 1 box of chips & ziploc bagss
· chocolate footballs


· 9 volt batteries; box of 4x2 or 4x4 ziploc bags

· Newspaper supplies (rubber bands, bags, etc)
· Nursing Home Cards & Avon goodies

Prep to be Done by Volunteers Before Outreach 
· Tape OR cards on bread, group bread with variety in each assortment

· Any excess bread not needed for Outreach, place on shelves in outreach room.

· Clear away supplies/crumbs from Café counter (this must be clean when we leave)

· Fill 180 ziploc bags with potato chips for Good Sam Run

· fill ziploc baggies w/4 chocolate footballs and OR cards


· make sure business blast candy for Food Court Outreach are mints only baggies

· Have some participants personalize nursing home cards by signing their names and writing a personalized note
